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Is your word speed 
up to par? 


Get a Roval Portable for home practice! 


You can give ita big boost by practice at home cn 
the standard typewriter in portable size... 
Roy al Portable! 


preferred 24 to | by virls who type. as sur- 


veyvs show . 


Lessen your errors with Royal, the easiest- 








It has office typewriter keyboard, office type- writing portable ever built, 


writer controls, office typew riter “feel”... 


PLUS 


Margin. sets both right and left margins 


Learn faster. . learn easier. . improve your 


ffice typewriter margins! “Magic” chances for a better job when you graduate. 
oO rw “ , argins. aLic ; 


Get a Royal Portable now. Royal gives you 


automatically! Just like the Royal Standard, 


UYA 


a choice of colors—Gray or Tan. 


Worlds No.1 Portable 






Keyboardand high speedkeyaction...Finger- == = “a, 
Flow Keys of nonglare plastic... Finger Com- 
fort Carriage Controls...“ Touch Control”... 


Adjustable Paper Support... Larger Cylinder 
I PI u ) 


Knobs... Rapid Ribbon Changer... Paper 
Lock Seale... Picture Window Writing line 
visibility and full 9-inch writing line... New 


Contour Case. 


Terms as low as $1.25 a 
week. Ask dealer about 
liberal trade-in allowance. 


The easiest-writing portable ever built! 
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ly pewriter 











“The scale edge is such 
a time-saver...Micrometric 
is the only kind of 
carbon paper we use” 


..says BESSIE LAKE, 
Secretary to 
Charles J. Zimmerman 
Managing Director of the 
Life Insurance Agency 
Management Association 
Hartford, Connecticut 


Successful secretaries pick Webster's MultiKopy Micro- 
metric Carbon Paper again and again--because its famous 
numbered scale for measured typing ends guesswork on 
Spacing letters and prevents "running over." The scale 
edge measures the paper for you--tells at a glance how 
many lines of typing space remain on any page. 


You'll find that Webster's makes your work go faster-- 
Saves you from many tiresome and costly re-typing jobs. 
Impressions from each long-lasting sheet are sharp and 
clean. The uncoated scale edge makes removal of carbon 
paper clean and easy. 


Leading secretarial schools are recommending Webster's 
Micrometric. Try it yourself. See how this quality 
Carbon paper can help you cut down typing time and 
improve the appearance of your work. 


FS. WEBSTER COMPANY 


17 Amherst Street, Cambridge 42, Mass. 
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WRACING OUR COVER, is Peggy 
Gibbs. Mother Nature's litth helper, 
shown giving the | hvacinth 


on her desk a drink of water. 


As secretary to 


istel 


a personne 1 direx tor, 
+} 


who has countless visitors 


hroughout the 
day Pe vu, loves to keep het ithice look- 
ing its best. She savs that fragrant flowers 
put visitors in a happy frame of mind thi 
minute they enter her office But we feel 
that Pe voy’s cheerful smile has something 
to dl V1 h t] 

Perhaps W er will inspire you to 
get a plant of your own tor your office 
wind VN sill Or ce sk. SO, by sure to read 
“How Does Your Garden Grow?” on page 


366. This article was printed espe ially 


r those secretaries Ww » want to know 


cesstul plant crowing, 


FROM AND TO 


THE EDITOR 





History Repeats Itself 


“SEEMS Betty 


| all 


LIKI PINTES Writes 
Llovd, autho { The Tall, 
VAL 387. Indeed it 


y 


OLD 
Jane 
Feather On does 

Whe hn Vou 
Munhall, Pennsylvania, he was sponsor of 
and Miss Lloyd was 


She 


, 
| 
ir editor w teacher 


a school hewspapel 
I 

' 

a regular contributor t t was then 


a sophomore and an “A” student in the 


} 
} 
Hit, 


typing class vour editor taug 

\t present, Miss Llovd is a secretarial 
teacher on the staff of Margaret Morrison 
Carnegie Colleg Carnegie Tech), in 
Pittsburgh And she teacl 


now, 
Two Llovds, but not related. the editor 


es typing, 
7a 


( onte ee 


reluctantly 


Artyping Contest Closes May | 


THOSE OF YOU WHO ENJOY doing artyp- 
ing should write Mr. Julius Nelson, 4006 
Carlisle Avenue, Baltimore 16, Maryland, 
for complete information about this vear’s 
contest in Artyping, if vou do not already 
have the list ot The 
Underwood portable and the other prizes 
offered are worth working fon 


rules and the wards 


Just Twenty Words Off 


{ ROUGH PROOF of our March cover had 


just been received from. the press room 
\ group of us were exclaiming over the 
picture it shows of pretty Raeburn Ed- 
gington and her sparkling Diamond 
Medal, when suddenly Miss Monsko, our 
usually helpful secretary, « 
into the 
citedly. 

“Raeburn just passed her 220!" she 
blurted. Our three jaws drop. 
We looked at the press proofs on our desk 
that we had O.K.’d two hours before 


with a pang of very real disappointment, 


Lie dashing 


office waving a telegram ex- 


eves Saw 


and, 


relinquished our momentary dream of a 
bang-up “Stop Press” was 
too late! 


ning all morning. 


yperation. It 
had ilré idly been 


Presses run- 
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1006 
vland, 
Ve ar’s 
ready 
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prizes 
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room 
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n Ed- 
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ashing 
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3 MINUTE DEMONSTRATION 
OF TOMORROW'S TYPEWRITER | 


The Al New 


Smith-Coron 


Office Typewriter 


H™ for you today—the machine that will set 
the pace in typewriter design for years to 
come! The all-new Smith-Corona has a new 
speed and ease of operation that is truly “Luxury 


Typing.” Plus these new and exclusive features: 


~ ; 
‘a 

’ ; 
hy 





3 3 a 4 
NEW! PAGE GAGE takes the guesswork out of 


page end typing. The 


and keeps telling her exactly how much space NEW! SUPER-SUPPORT SEGMENT with exclusive 
is left as she types to the very end. Saves self-lubricating Electro Film finish gives new 


retyping hundreds of pages a month! stability, accuracy and precision “write.” 


RE, 


red signal warns typist 


when she is 2 


2” trom the end of page. Tells 










Sb  SORCRtaiiaee sa 








NEW! 10-INCH WRITING LINE gives you greater 


capacity. Standard carr takes a 12-inch 


lage 
width paper, types a full 10-inch line. 





can tell 

you the 
. full story. 
ai — ry 


NEW! 4-WAY RIBBON CONTROL gives new 
fourth position for tvping in center of one- 


color ribbon. Makes ribbons last longer. 


NEW! FASTER, EASIER SERVICING. Easily re- 
movable cover plates give quick access to 
all working parts for cleaning and adjusting. 


Ls ‘] 





EXCLUSIVE! ERROR CONTROL permits correc- 
tions without spoiling appearance of page. 


Saves time, stationery, and retyping. 


And in 10 Minutes, 
your Smith-Corona 
representative 


Call him now. 
He's in your phone book. 


EXCLUSIVE! AUTOMATIC MARGIN set 
margins with one hand in one second 
only one hand system. World's fastest! 







LC SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 N Y Canadian factory and offices, Toronto, Ontario. 
Makers also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons and Carbons. 
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a new tool for 
improving accuracy 


of shorthand forms 
15¢ each 


$1.50 a dozen 


Use the convenient order form 





TODAY’S SECRETARY 
330 West 42nd St. 
New York 36, N. Y. 


Please send 
Slide Correctors. 
Cash enclosed 


Bill me 
Name 
School 
Position 
Address 
City Zone State 


356 


Shorthand 


~ 
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So, craving Miss Edgington’s forgive- 
like to 


that on January 30, 1952, 
atter 200. she Sire 


ness for the delay, we should now 


announce two 


months passing her 


ce ssfully passe d the Official 220 Shorthand 





Speed Fest. She now joins the ranks of 


twenty others who have won the distine- 
tion of reaching this coveted mark and 
becomes, also, the first Gregg Simplified 
writer to acquire such fame In the pic- 
ture here, you see her receiving a short- 
hand award from Louis A. Leslie t's 
needless to sav we're truly happy for, and 
proud of, Raeburn | dgington! 
Applause from the Army 
“EXACTLY WHAT I WANTED,” writes 
Donald E. Shannon (Armored School, 
Fort Knox in welcoming Dr. Hosler’s 


“fine new feature.” He finds Double-Duty 
Dictation a 
enough to be practiced during a lull in 
office routine.” Do vou like it, too? 
Captain Charles M. Mell, Hq 
EUCOM OPOT DIV, overseas, dubs the 
Navv vocabularies a wonderful idea and 
hopes a future will Arm\ 
He'll be happy to sec Army 


lists we are now carrying. 


“systematic review, short 


issue carry 


terms. the 


JUST CHATTER 


BY TESSIE 





Seems As 1F I'm getting a reputation 


of some sort around this office. You 
wouldn't exactly call it being nosey; inter- 
ested is really a better word, but I do 


happen to get my two cents’ worth into 
about evervthing that goes on 

The other the Editor-in-Chief 
called me in and said, “Tessie, 
of us have gotten togethe r and decided 


day 


a couple 


that, since you are so interested in everv- 
thing that goes on around the office, we 
are going to give you a column of your 
own to blow off some steam in, a column 
where you can just chatter away about 
all the secretarial items that interest you 
most.” 
Of course I accepted this assignment 
with gusto, and now there’s no stopping 
me! You'll find me peering over editors’ 
shoulders and into secretarial files with- 
out batting an evelash now. I no longer 
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1 


have to werry about acquiring a reputa- 
tion for inquisitiveness—now its mv job 
' 
to keep my eye pec led for news: 
My FIRST BIT OF CHATTER concerns 


special week in June that will be a week 
ll our that’s right, National Se 
retaries Weck, and it’s scheduled for June 
1-7. Better drop a hint to the boss about 
this, for he'll surely 


with flowers and candy durit 


Own 


want to shower vou 
¢ this week 


tor being the ~ pertect secretary.” 


My SECOND IS AN EXCLUSIVE—there’s a 
girl in Wisconsin Dorothy Schille: 
who's tired of working in on spot all 
the time. She has a mad desire to “travel 
around the world as a stenographer or 
secretary.” If anvone knows of such an 
opening, IT certainly would appreciate it 


Pi be 


if she'd drop me a lin 
S« nd it along to Dor thy. 


glad to 


Noticed that in our February 
the 
by spelled incorrectly? An alert class in 
Lincoln County High School (Eureka, 
Montana this, and we're 
quite embarrassed. Miss Hele at Cope, ot 
the 
a cute, 


IlAp you 


Glossarv we let word effeminate go 


caught us on 


second-vear shorthand class, wrote us 
scolding letter; but then she as 
that still 
We _ proofreaders will try 
watch our p’s and q’s and i's 
in the 


sured us she holds us in hii 
esteem. 
ind e's more 


carefully future. 


THE 


ANSWER WOMAN 


SAYS 


Q. Is 


word? 


“INSOI AR” consice red to he 


Mrs. E. B. K. 


One 


A. According to Webster, insofar may 


be written as one word or as three words, 
three preferred. 

Q. PLEASE TELL ME whether or not a 
hyphen should be used in the word 


me. Es 


pree vist? 


A. According to Webster, which is 


our standard, pre-e vist is hyphe nated. The 
rule is that when the last letter of a pre- 


fix and the first letter of the word t 
which the prefix is being joined are th 
same, the hyphen is used. Similar appli 
cations of this rule are re-enter and 


co-operate, 


QO. Wuicn o1 
“really 


rHESI phrases is correct 
than 
a help,” or “really become an hindrance 
rather than a help”?—Mrs. E, J. S. 


become a hindrance rather 


A. The indefinite article a is used be- 
fore a word beginning with an aspirated 
h; an is used betore words beginning with 
silent h. Som 


before words beginning with fh in an un- 


writers, however, use an 


accented svllable, as “an historian,” “an 
hotel.” The hin- 
drance, be gins with an aspirated h; also 
its first svllable is accented. Therefore @ 
should be betore it. 


word you qu stion, 


used 
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WHETHER YOU FILE... Alphabetically, Numerically, Geographically, 


Chronologically or by Subject Indexing, THERE IS A SMEAD SYSTEM 
ALREADY TAILORED TO FIT YOUR NEED! 


—_ aE 
SMEAD manufactures 


over 3100 filing and wae —— 
stationery products. ‘ 
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SMEAD can supply your every 


ling need. “IF YOU NEED IT 


Write our Dept. TS and state your 
WE CAN FURNISH IT”, 


problem — or see your dealer and 





specify SMEAD products. 


THE Sinead wanuacturine CO., INC.- HASTINGS, MINNESOTA 
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$2.0 T ON yc SY 
BROPAR BOX 999, DEPT. 446 
SAN ANTONIO 6, TEXAS 


Sold By Mail Only - Order Today! 


J 











Don’t Be Sorry e Play Safe! 


TODAY'S SECRETARY CANNOT 
assume responsibility for currency lost 
in the mail. If you register letters or 
packages containing currency, Uncle 
Sam will reimburse you in the event 
of nondelivery. 

But you can send a money order 
or check for even small amounts, or 
buy Gregg Awards stamps to send 
with your test papers. 
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Use STENO-KIT 


CLEAN OFFICE MACHINES 


NYLON BRISTLES — PLASTIC HANDLES 


@ TYPEMASTER Type Brush 


Cleans type without the mess 


of 


solvents. Nylon bristles easily cleaned 


with soap and water. 


e HANDIMASTER Dusting Brush 


Reaches the hard-to-get-at places 
all office machines. 


of 


Permanently 


“locked in” bristles prevent machine 


jamming caused by loose bristles. 


e STENOMASTER Eraser 


Equipped with brush for whiski1 
erasure crumbs. Permanent un 
uses low-cost refills. 


At your stationer, or write Dept. TS 


Gruarhmaker, Tue. 


529 So. 7th St. 





Minneapolis 15, Minn. 





ig 


it, 
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We 
bya 
pige 
— oF r 
¢ *& 
e 7 (KY v 
e A 
r Vas 
\ WAR 
LAN ? \ ) 
\e >, W 4 2 Ne J a 
\ ¢ f 
Q o{ ¢ | yi 
¢4\F Toc 
we N\ Asa 1K 
\ PDype mx) \\ = r- \ me a { _—- 
\ I ‘zl 
EEN busier than the Easter Bunny 
] this month, what with Easter gifts, 
shower gifts, and a new Easter bon- 
et to bun especially when thev all have 
to be squeezed out of mv wee budget! 
Im trving to get ll mv sh pping done 
way in advance so I in sp 1 the last 
week before Easter catching up on sleep 
ind not doing anvthing hecti it Savs 
here The reason for il] this he althy 
livin ; Im h new ird bound for Faster! 
The first 1 rl f the itive since ¢ hrist- 
mas, and IT want to look the picture of 
he lth Ss that Nother wont feel she has 
anv cause to worry Almost every letter 
from her has at least one lengthy para- 
graph isking if I'm getting enor ah to eat, 
enough sleep en ugh tres] ult et ] 
know nothing in mike her stop w rrving, 
but TM vive it i trv! 
a. is sucH a wonderful 1 nate 
4 1 } 
that I wanted to ret her something 
special vet ine ypensive, is i small Easter 
cift I ! rund thre perfect answer in th St 
simple but oh-so-smart. sterlit ¢ earrings 
Lo Ds alw IVS look SO sophist ited ind 
an espe ically id feature of these is that 
thev hold firmly without screws or clips 
and are adjustable for mplete comfort. 
luding Federal t x ind p stage! ) 


] 
wma 


mon is only 


1 copper vers 





$l. You can order them from Old Pueblo 
P.O. Box 4035, Dept. TS-2, 
Arizona (no C.O.D.’s). 


Th ver rs, 


Tuc son, 


I WAS ALMOST TEMPTED to keep the ear- 
i least to 
them before I gave them to Fran. It was 
all because of Dave He's in the 
\ir Corps and called me unc xpectedly at 
the other dav. He'd just 
in town and wanted to go out that night! 
Well, L resisted and didn’t borrow the new 
earrings, but I did buy myself one of 
Helena 


Beauty Boxes to do a quick glamorizing. 


rings mvyself—or at borrow 


Richards. 


WW rk arrived 


Rubinstein’s new Top-Drawer 


I'm not going to be caught with my make- 
up muddy again. It’s a wonderful little 
kit—comes in a box the size of a desk cal- 
endar and contains quick skin 


liquid 
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cleanser, tissues, a plastic box of | face 


powder with built-in foundation, tull-size 


lipstick, mascara in a tube, nail polish, 
an emery board, and White Magnolia 
stick cologne. This box, which is a special 
offer for a limited time only, was intro- 
duced at $4.95 and is now selling in all 
department stores at the bargain price of 
$2.95. A kit like this belongs in the cate- 
gory of what every good secretary should 
have in her desk. Dave liked the results, 
too! 

oTHeR pay | heard about some- 


T Hil 


thing new to he Ip the harried g ll whe 
has to do a lot of « 


material or singl space manuscripts Ni 


tf sm ll-twpe 


pving 


words if 


nasty 


need to squint ind 


Say 





vou have that chor rh ople wh 
make Rite-Line Copyholders have come 
to your aid. The Vv now have a “Line Mag- 
nifier” that attaches to their copvholder 
and magnifies the writing line. It’s avail- 
able from Rite-Line ( poration, 1025 


15th Street, N.W.. Washington 5, D.C. 

— KR HANDY BIT ot equipme nt cam 
£ to my rescue recently Thursday 
(shopping night in New York stores) I 


planned to leave on the dot and get as 
much of mv sh pping done as possible. 
And vou know what happened! Yep- 
the old storv—a coupk of last-minute let- 
ters that had to go out. By the time 1 had 
finished typing them, the mail bov had 


left; and IT was just about to guess at the 
ITanson, 


es vou the 


postage when T noticed his new 
Jr. Postal Scale. Tt not 
weight but the correct amount of postage 


nly gin 


for first-class and air-mail letters and also 
for small packages, I checked on_ the 
it's the Hanson. |r. 4158, 
a light-duty scale that sells for $3.25 at 
office supph stores. 


details for vou 


WASN'T too tough that 


M° SHOPPING 
4 night. I was looking for a gift fot 











‘S; SHOPPING 








ot 

face Mother and also a shower present for 
l-size Fran and me to vive a bride-to-be who | 
olish lives on our floor. I found just the oitt 
molia set of ek gant cottee caratettes for en- 
sell tertaining in the grahnd mahner! Each 
ateal irafette holds two generous cups ind 
in all keeps the coffe piping hot. They are 

e Or 

cate- 

hould | 
sults, | 
SOM 
lw 
1 tv pe 
s. N { 
rds if 





nad ot hi it-resistant olass with metal 





trim and matchi plastic coasters I 









solved my ott pl | s then and there 
by a tting a set for both Mother and 
Jinnie (the bride-to-b A set of four, 
is $6; individual carafette with coaster is 
$1.75. Write Elron, Dept. TS, 156 W. 
Chicago Ave., Ch 10 


H \S YOUR DESK GoT palsy of the type- 


"Gy bed 4 waite, “SEER. 





writer ledge? If so, you'll be glad 
lo wh to hear about Pedestaleg a support with i 
come special locking and releasing device that 
e Mag: makes it possible to set it up easily as a “My GRAY AUDOGKAPH saves me count holds one hour’s dictation, and I can re- 
vh 7 prop for a_ type writer platform. It is less hours at the typewriter,” says Miss use it up to 50 times! My AupocraPH 
5 1033 pep “td = ppl Sd ; 0g yee of - Bed Ii e Cry, New js one of my pet possessions.” 
1 ork 22, and other books. I not only You don’t have to be a famous author 
dictate at my leisure, but I ‘act out’ to appreciate AupoGRAPH! Secretaries 
nt came parts in a book or The Feminine Angle, and_ their employers everywhere are 
hursdav my new TV newsreel. The faithful play- equally enthusiastic... find that Avpo- 
tores) I back reproduces every inflection... lets 


GRAPH increases office output up to 30% 
1 get as e judge the credibilit I lines.” ive , . . 
+ me judg le credibility of my lines. -..gives the secretary more time for 
YOSSIDIE 


Miss Chase marvels at the simplicity important executive duties. Find out 














J 
Ye - - . . : ° ‘6 ° f 
ut et of AUbOGRAPH operation, “I simply flick how it can make you more 
ruite . . ' , 
1] id one lever. oa or chat as thoughts valuable! Send the coupon 
ie lé 
bov had come to me ach plastic recording dise now. 
ss at the 
Hanson, Dictation is easier— with AUDOGRAPH! 
vou the 
post age 
and also 
on. the rita ncplenaay in 180 U. S Che Gray Manufacturing Compa Hartf 1. Conn 
#158 «. See your Classif nd Telephone Direc- = ii Booklet K-4 \ 
it 2199; +} tory nder “Dictati ng Machines.”? Canada: \ r (; I 1) 
3 95 at iat hold the pl: itform level and steady NO | Northern Electrie Company, Ltd, Abroad 
n att I how fast you pound, Ask for it | Westrex Corporation (Western Electric Com- = 
' ‘ pany export affiliate) in 35 countries, 
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Latest in a series featuring Top Secretaries in American Business Firms .. . 
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Scctilliiy 


and thousands like her 


prefer the Remington 


Today, essential industries realize 
that it takes peak output in the 
office to achieve peak production 
in the plant. That's why top 
secretaries like Miss Lula of 
Westinghouse go for the speed and 
effortless typing of the Electri- 
conomy —— those 15 clear carbons 

at a single typing —- this handsome 
"Executype" for letters of true 
distinction that will be signed 
with pride -- and that glorious 
“alive-at-five” feeling because 


electricity does the work: 
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including Northrop Aircraft Inc., Hoover Company, Santa Fe Railway 







& ys as 
J 
ie ‘¥ 
a 
Top Secretary ALVA S. LULA, Secretary to 
Gwilym A. Price, President, Westinghouse 
Electric Corporation, says: “The Electri- 
conomy not only gets my work out in record 
time, without any effort —it also turns out the 


most distinctive correspondence and reports. 
Here is electric typing at its very best.” 


Remington. Fran. 
’ ww < 
THE FIRST NAME IN TYPEWRITERS 
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Snaitie B ax 
Airline Executive 


HEN WE ASKED PERMISSION to interview 

Fran Anderson, we observed a noticeable pride 
and appreciation in her boss's voice as he said, “Come 
on down. I have the finest secretary in the world!” 

All those qualities that go to make the top-notch 
secretary were quite apparent in the radiant face of 
Frances Anderson, invaluable secretary to Captain 
Harold Gray, vice-president of the Pacific-Alaska Di- 
Vision, Pan American World Airways. She was lively, 
sparkling, intelligent, soft-spoken, gracious, and she 
also possessed a good sense of humor, endless patience, 
and the right amount of self-confidence. Her appear- 
ance was stylish, but practical and in good taste. If 
there was any fault, it was an inclination to be too 


modest about the important place she has earned for 
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by Shirley Radke 


herself on the staff of Pan American World Airways. 

Fran comes from the Pacific Northwest. Stadium 
High School, Tacoma, prepared her for secretarial 
work. She will tell you enthusiastically that sailing 
and fishing the great expanse of picturesque Puget 
Sound are her great loves, though Fran laughs when 
she adds that this is true despite the fact that to date 
her only catch has been countless numbers of dogfish. 
The day we met her she was clearing her desk to fly 


home for two lazy weeks on the Sound. 


E1icGHT YEARS AGO Fran started her career as a ste- 
nographer for Pan American in Seattle. In three short 
vears she proved her worth to them and was transferred 


to San Francisco when her boss was advanced to that 
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area. Fran had just about adjusted herself to San 
Francisco fog, humidity, and the comparative isolation 
of the airport down the Bay, when Captain Gray was 
sent out from New York to be top man at the airport, 
taking charge of maintenance, operations, and. traffic 
for the entire Pacific-Alaska Division. Along with the 
promotion, he was fortunate enough to inherit Fran. 

Captain Gray strode into the spacious, attractive 
office readied for him, sat down at his desk, and started 
contemplating the multitude of details involved in 
such a transfer—details apart from his work, but infi- 
nitely important. Thoughts of establishing a home, 
obtaining a California driver's license, all the things 
large and small—that required immediate but caretul 
attention, crowded in on him. 

He rang for Fran, thinking she might be able to 
offer a few suggestions. Her desk is just outside the 
entrance to his office, and she was standing in front 
of his desk almost before he could turn around. In 
her hands was a folder—and, in the folder, Captain 
Gray found more than the answers to most of his im- 
mediate problems. Fran had thought his situation 
through to the last detail, had anticipated his needs 
and there was the information plus a map of the vicin- 
itv, the location of the nearest offices that could serve 
him, a printed list of sample questions he would need 
to answer when obtaining a driver's license, the cur- 
rent California traffic rules, regulations, and laws. 
Other matters were as thoroughly covered. He knew 
that, in this young woman, he had a secretary who 
would save him endless hours, so he could devote his 
entire time to the responsibilities of his position. 

The Pan American offices overlook the hangars and 
field. Fran has acquired as much knowledge as possi- 


ble about maintenance, operations, and traffic in order 


to be of the best help to her boss. In addition. she 
keeps her shorthand and typing skills at a high level, 
although. now she rarely takes dictation. By keeping 


up her shorthand, which she has adapted to the tech- 


nical vocabulary and jargon peculiar to aviation, she 
finds she can quickly take notes and jot down informa- 
tion. Fran’s thoroughness, knowledge, accuracy, and 
neatness enable her to relieve Captain Gray by han- 
dling most of the correspondence and preparing re- 
ports herself, for which he is particularly grateful, 
While much of this work is with New York headquar- 
ters, a good share goes out to the far reaches of the 
Pacific—Hawaii, Bangkok, Bali, Hongkong, Manila, 
Wake, and up to magnificent Alaska. Fran speaks of 


these places as though they were just across the Bay. 


HerR REGULAR ACTIVITIES run the gamut from recep- 
tionist through correspondence, special assignments 
and projects, to filing. There is so much variety that 
the job disciplines her to take each day as it comes. 

The only routine is a five-day week, with hours 
from 7:45 to 4:15. That's getting up early, to be sure. 
Fran has mastered that problem by happily sharing 
an apartment seven miles away in the charming resi- 
dential town of San Mateo. Several of the Pan Ameri- 
can Air personnel live nearby, and they drive back and 
forth together in a short fifteen minutes. “We really 
have an advantage over the working folk in the city,” 
Fran will tell vou. “Were away from all the hustle 
and bustle, yet don't have any commuting problems.” 

This is so typical of Fran. She makes the best of 
any seeming disadvantage. Whatever poses itself as 
a problem or obstacle to her, either in the office or out 
of it, is met successfully with the philosophy that there 
is a right solution, and one that is pleasant and simple. 
Then she sets out to find it. 

Sometimes she has to put this philosophy to work 
rather often, for Fran's job isn’t any snap. “At the close 
of some davs I guess I feel a little like an accordion,” 
Fran smiles. “I start off the day's work, get well en- 
grossed in it—and have to set it aside for some emer- 
gency.” Captain Gray might have received word to 


leave in a few hours for New York, or for Alaska or 
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some other distant Pan American base. That means 
Fran has correspondence to be cleared, reports to be 
completed, and innumerable papers to be prepared 
and assembled to go along on the trip. Regardless 
of the time element and the pressure of work, Fran 
always meets the deadline, amazingly enough—and 


with a big smile and time to spare, 


Pur srare Ar PAN Axterican is expected to keep handy 
current schedules of flights and fares of all the 
airlines operating on the West Coast and their affil 
iates in Mexico. Fran goes beyond this requirement. 
She studies them as thev are made available. Result: 
at a moments notice she can give detailed informa 
tion on any flight, transfer, and cost—not only on Pan 
American but on anv other line operating in the West. 

Recently, Captain Grav received a telephone mes 
sage that might possibly result in an emergency flight 
involving transfers into and across Mexico, and back 
from Mexico Citv into the United States. Fran didn't 
wait to find out if such a trip would actually be taken. 
When her boss phoned her a short time later, asking 
her to obtain the flight information and call him back 
she quietly told him she had it all on her desk before 
her and could give him the information at once. That 
is the sort of special work she sandwiches in between 
regular jobs—and the sort of thing that helps make 
her so valuable to her superiors. 

This handsome young woman is thoroughly air- 
minded. She has had two glorious vacations flying 
Pan American—one vear to Hawaii and another to 
Alaska. “That leaves me the whole Pacific Basin to 
consider in the vears to come,” Fran remarked eagerly. 
“And I plan to see it all!” 

Fran walked to the car put at my disposal and 
covered her whole job in one sentence, her voice filled 
with enthusiasm and her eyes sparkling. “I feel I 
am very fortunate because my job is so fascinating, 


ind Pan American is a wonderful place to work!” 


























































Fran’s office overlooks the Pan American hangars and the 
field, which means she shares all the excitement and 
glamour connected with an airline. Here she is making a 
last-minute check on flight orders with a Clipper pilot. 





Opposite page, left 


Deep in the midst of research, Fran’s boss knows 
he can depend on her to do a thorough, accurate 
job and has turned over the preparation of many 
of his reports and other important work to her. 


Opposite page, right 

Captain Gray, Fran’s boss, is vice-president of 
the Pacifie-Alaska Division of Pan 
which means she is in close contact with such 
places as Hawaii, Bangkok, Hongkong, and Alaska. 


American, 


Left 


Fran likes working for an airline and is thorough- 
ly air-minded herself. She has already taken two 
wonderful vacations flying Pan American—one trip 
was to Hawaii and the other trip was up to Alaska. 
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by Elizabeth F. Trumper 


Getting Your Boss Ready 


for His Vaeation 


UCKY MR. JONES! He 
dZinto the office this morning, 
“Miss Smith, Im 
month = for 


Came 
Savihg to vou, 
leaving next several 


WCE ks 


Will you make the necessary ar- 


vacation in Los Angeles. 


rangements? 


Now Miss Smith, his eflicient sec- 





retary, knows exactly what to do. 
“How wonderful, Mr. Jones. Is Mrs. 
Jones going with you, and do you 
wish train or plane reservations, or 
will you drive?” 


Mr. Jones explains his plans; and 
you, Miss Smith, now jot down the 
things vou must do—get hotel reser- 
vations, make train and plane reser- 
vations, get travelers 
checks for employer, and 
check Mr. Jones's engagement cal- 


money and 
vour 


endar for any appointments he may 
month. Ap- 
pointments that are very important 
must be moved up to this month: 


have made for next 


others may be canceled or post- 
poned. Perhaps several may be as- 
signed to someone else in your of- 
fice. Make a memo of any pending 
business to be discussed with your 
boss so that vou can handle it prop- 
erly while he is away. 


THE HOTEL RESERVATION is the first 
item to tackle. If he has been to Los 


Angeles before, you already know 
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his preference in hotels. However, 
this may be his first trip, in which 
case vou will have to consult the 
Official Hotel Red Book 


your local hotels or the library 


found in 


Possibly you will wish to get the 
advice of a travel agency, which 
will gladly give information on ho- 
tel accommodations, points of in- 
terest to see, and travel arrange- 
ments. All this 
course, supplied free of charge by 


assistance is. of 


the travel agency. It is their busi- 
ness to make hotel and travel reser- 
vations, and thev will be only too 
glad to help you plan the trip. Their 
travel folders will provide vou with 
detailed information that will be 
helpful in mapping out the itiner- 
ary. 

If you are going to make all ar- 
rangements vourself, vou will write 
to the hotel you have chosen for a 
room, being sure to ask for a con- 
firmation. Give the approximate 
time of arrival and departure, along 
with the type of room and _ price 
range. If Mr. Jones is making any 
stops en route, make reservations in 
those cities also. 

Next, phone your consolidated 
ticket office or railroad station for 
tickets and 
Check carefully on the train equip- 


train reservations. 
ment. Is this an extra-fare train? Is 
there a club lounge, a dining car? 
{re there standard sleeping cars, 
drawing rooms, compartments, 
roomettes, bedroom suites, or re- 
Remember. 


Mr. Jones has his preference; and 


clining-seat coaches? 
the reservations you make will de- 
pend on how he wants to travel. 

As Mr. Jones plans te fly back 
from Los Angeles, vou will also 
make plane reservations and get 
these tickets for him. Incidentally, 
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if ever vou do not know which air- 
line flies to a particular city, con- 
tact any airline office. If that airline 
does not fly there, they will refer 
vou to a line that does. 

Both the train and plane tickets 
and reservations must be paid for 
a definite date, 
Mark this on your calendar with a 


and picked up by 


notation the day before to get 
money for tickets. When you pick 
up the tickets, check them carefully 
for place and date. Make a note of 
the flight number and train and car 
numbers so you can add this to the 
itinerary, 

Had Mr. Jones planned to go by 
automobile! he might have asked 
vou to check on a route for him. If 
he isa member of the AAA, you can 
call that association for maps 
marked with the best route. Other- 
wise, vou can send to the home of- 
fice of almost any gasoline company 
for this information. Then, if he 


make 


tions every 350 or 400 miles: these 


wishes. overnight reserva- 
stops will be addresses to which 
vou can forward mail. 

WHEN THE HOTEL confirmation 
comes, place it in a folder marked 
Angeles” together with the 
timetables. tickets. and other infor- 
Begin 


“Los 


mation vou are assembling. 








typing the itinerary, making two 
copies. The original of this itiner- 
ary goes to Mr. Jones; the carbon 
will remain at your desk for handy 
reference. You will know exactly 
where to reach him by letter, wire, 
or phone in case of emergency. 


; : ont) 
(Continued on page 389) 
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How to Arrange for a 


1): YOU KNOW WHAT TO DO when th: 


boss s ys to you “Miss Smith, I'd 


like 
you to arrange for a luncheon sales meeting 
a week from next Friday at 1 p.m.--som: 
thing nice, but I'll leave it up to you.” “Up 


to you...” Well, that needn't be frightening 
It’s easy to arrange for a luncheon if you 
go about it systematically 


First you'll check with your boss on the 


number of people who will be invited. Once 
you have this information jotted down in 
your notebook, you can choose a hotel o1 
restaurant in which to hold the luncheon. 
If, as in this case, the group is fairly large 
ind important business matters will be dis 
cussed, you will want a restaurant or hotel 
With a private dining room 
Your next step is to make a reservation 

and the earlier the better to be sure they 
can accommodate you. At the time you book 
the luncheon, you need to give an idea of 
the approximate number to prepare for 
Later, when the responses to your invita 
tlons come in, you can advise the banquet 
manager of the exact number attending. It 
is important to give as exact an estimat: 
as possible. If you guarantee 30 guests and 
only 25 attend, you will, in most cases, still 
be charged for 30 dinners. On the other 
hand, most hotels and restaurants will pre 
pare for 10 per cent over the number you 
guarantes if you guarantee 30, they will 


29 


prepare for 33 persons. 


YOU MUST ALSO SETTLE On a menu. As youl! 
luncheon is scheduled for Friday, you have 
the added question of fish or meat for the 
guests. If your boss does not already know 
each guest’s preference, you might request 
this information in the invitation. 

Such extras as a speaker’s lectern, flow- 
ers for the tables, cigarettes, and cigars 
will usually be secured for you by the hotel 
or restaurant if you request them. When 
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Luncheon 


place cards are to be used, you may wis! 
to set these out yourself just before the 
luncheon. Some banquet managers do not 
Wish to take responsibility for correct seat 
ing; they might, by mistake, place the chai 
man of the Board down at the end of the 
room. It is safer to handle this detail your 
self whenever possible 

If you yourself put the place cards on, it 
vill also give you an opportunity to make a 
final check of all arrangements. I know of 
a case in one hotel (not one of our hotels 
you may be sure) when napkins were fo! 
gotten for the entire speakers’ table! An 
alert secretary spotted the omission just in 
time to save the “honored guests” the em 


barrassment of “having to use their sleeves.’ 


SUPPOSE YOU HAVE a slightly different job 
Perhaps your boss is chairman of a banquet 
committee for one of his business groups 
In this case, you follow much the same 
procedure, but there are a few extra details 
You might, for instance, want to request 
sample menus for your boss to present to 
his committee for consideration. Invitation 
or tickets would probably be sent out by the 
committee. Tabls arrangement. wil also 
have to be decided on—-how many will b« 
seated at the speakers’ table, will you want 
a formal formation of tables or an informal 
scattering of small tables. If you wish, the 
banquet manager will usually give you a 
floor plan of the room and recommend th 
type of seating for the number anticipated. 

Perhaps musicians or entertainment are 
desired. Again the hotel can usually arrangs 
for this if you let them know how much you 
wish to spend. Other services may be sug 
gested by the banquet manager; but, with 
this information at your finger tips, it will 
be easy to arrange for a luncheon or ban 
quet whenever your boss decides that he will 
leave it “up to you.” 
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philodendron 
and smaller trailing philodendron, 


AS SPRING started you long- 

ing for a bit ot greenery to 
brighten the bleakness of your of 
fice? If so, why not join the ranks 
of office gardeners who. with a 
minimum expenditure of money 
and effort, have developed healthy 
vigorous plants to give their sur- 
roundings a personal touch. If you 
already have a plant or two, you 
know what impressive accessories 
they can be—and how much fun it 
is to grow them! 

Success with plants is really a 
simple matter. Just tollow the tew 
rules and, presto—a beautiful be- 
gonia, a flourishing philodendron! 

Take light, for instance. All 
plants need some light: but Hower- 
ing plants, particularly, need plenty 
of light. Pamper them with direct 
sunshine. If foliage on one of vour 
plants becomes vellowish, or if the 
leaves drop shortly after a plant is 
moved, it is probably not getting 
enough light in the new location 
and should be moved to a brighter 
spot. On the other hand, when 
leaves seem to fade or become 
brown, the cause may be that the 
light is too intense for that particu- 


Bromeliad in bloom 








by Jean Lawson 


How Does Your 


lar plant. Watch your plants closely 


at first to see how thev react. to 


their new environment. 


THE AMOUNT OF WATER you Give a 
plant often determines whether it 
thrives. languishes Ol clies. \ good 
rule is to give each plant a thor- 
ough soaking and then let it dry out 
somewhat, but not enough to cause 
There 
should never be so much moisture 
a plant that 
drops of water run out when the 
Take care, If 


vou have glazed pots W ithout holes 


the foliage to wilt. of course 
around the roots of 
pot is laid on its side. 
in the bottom, that water doesn’t 
accumulate in them 


like wet feet, either! 
Plants are 


plants dont 
generally happiest 
with cool night temperatures, as 
much as 15 degrees lower. Just 
dont subject them to blasts from 
open windows or to strong drafts. 

Feeding is definitely not a cure- 
all for ailing plants, but liquid fer- 
tilizer or tablets will stimulate those 
that are already growing actively. 
Apply fertilizer every two to four 
weeks during the summer, less fre- 
quently as the days grow shorter 
and growth slows up in fall and 
winter. Plants growing in water 
will appreciate a little of this plant 
food, too. But, remember—no feed- 
ing unless the plant 
healthy and growing. Overfeeding, 


is already 


which may seem like apparent kind- 


hess, is sometimes deadly 


THESE ARE GENERAL instructions. 
Take stock of the temperature and 
amount of light in different parts of 
vour office or room, and then check 
the table (right) for plants that 
will do well in those conditions. All 
the plants listed are tolerant of the 
erring beginner and will hang on 
until your thumb 
green. Youll be surprised at how 
much more cheerful they can make 
your surroundings. 


is sufficiently 
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Garden Grow? 
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Name 
African Violet 
(Saintpaulia) 


Breadfruit or Swiss 
Cheese Plant 
(Monstera deliciosa) 


Bromeliads 
(Aechmea, Billbergia 
Cryptanthus, and 
others) 


Cacti and other 
Succulents 


Chinese Evergreen 


Dumbecane 


(Dieffenbachia) 


Dracena 


Peperomia 


*hilodendr 
Philodendron 


Pick-a-back Plant 
(Tolmiea) 


» 
Pothos 


Prayer Plant 


(Maranta) 
Rex Begonias 


Snakeplant 
(Sanseveria) 





Description 
Soft, wooly, heart-shaped leaves; violet, 
pink, lavender, or white flowers. Many 
varieties are available. 


Large green leaves becoming more and 
more intricately cut with age, developing 
slits, slashes, and sometimes holes. 
with modern furnishings. 


Good 


Exotic plants with unusual, vivid flowers 
and colored leaves. In red, green, vellow, 
blue, purple, and gray. 


A large and diverse group ranging in size 
from one inch to several feet; choose 
those that will stay small. Many will flower 
if given full sun. 


Green leaves, may be 


marked with gray 
or white. 


Large exotic leaves, mottled, spotted, or 
striped with white, vellow, or 
brown. 


greenish 


Dracena sanderiana is most common vari- 
ety—long leaves striped with white. Gold- 
dust dracena has small, oval deep green 
leaves spotted with yellow or white. 





Trailing plants with leaves in many shapes 
and sizes; lends itself to decorative effects. 


Most common’ peperomia_ has _heart- 
shaped leaves striped with silver and is 
called Watermelon Begonia. Another type 
has plain green leaves. 


In addition to the familiar vine with 
heart-shaped leaves, there are several 
forms with large leaves up to two feet 
long, which are very 


impressive acces- 


sories. 


Broad fuzzy leaves; small plants develop 
at tip of leafstalk and may, in turn, pro- 
duce still smaller plantlets. 


Vine with heart-shaped leaves irregularly 
blotched with cream or yellow. A pleasant 
change from the philodendron, which it 
closely resembles. 


Pale green velvety leaves with chocolate 
blotches. Leaves fold up at night, giving 


plant its name. 
Large showy leaves, many with 


colors and silver markings. 


bright 


An old reliable. Stiff, upright leaves with 
yellow stripes. There are smaller and 
equally amiable relatives with tubular or 
short, spreading leaves—look for them. 
Spikes of fragrant flowers may appear. 


THESE PLANTS HAVE STRONG CONSTITUTIONS 


Culture 

Must have light, but not direct sun; pro- 
tect from summer sun with thin curtain if 
you don’t have a north window. Water by 
putting tepid water in saucer pot stands 
in. Keep soil moist but not soggy. Occa- 
sionally remove dust from leaves with fine 
brush. 


Easy to grow with little light. If possible, 
spray daily with water; if not, wash leaves 
each week with lukewarm soapy water. 
Keep soil moist but not waterlogged. 


Almost foolproof in hot, dry rooms. Full 
sun not essential. Keep some water in 
those that are vase-shaped; water others 
infrequently. Never fertilize. 


Most like all the sun they can get and 
will endure dry air. Water once a week in 
winter, more frequently in summer when 
growing rapidly or in flower. Skip water 
if in doubt. 


Grows cheerfully in sun or shade, soil 
or water; thrives in warm, dry air. 

Keep moist, spray leaves 
Partial shade is desirable. 


occasionally. 


Routine care—keep soil moist and foliage 
clean. Tolerates indirect sun, but does 
better with more light. This one is hard 


to kill. 


Happiest when kept moist and cool. Spray 
PI I I ; 


both tops and bottoms of leaves with 
water once a week. 
Needs moisture and shade from bright 


sunshine. Tolerates hot, dry rooms. Over- 
watering starts decay. 


Best in moderate light, but will survive in 
fairly dim corners. Spray foliage daily if 
possible, or wash leaves weekly with 
sponge. Small-leaved plants can be grown 
in water as well as soil. Clip off stringy 
ends of old plants. 


No problems here—water freely and 
shade from bright sun in summer. Start 
new plants by potting up plantlets in soil; 
older plants will also grow in water. 


Sunshine not necessary, but leaf variega- 
tion will be more evident if given 3 to 4 
hours of sun daily. Keep moist. 


Keep soil moist but not soggy; partial 
shade. Spraying foliage daily with water 
is helpful. 


Best in northeast location or where pro- 
tected from sun. Avoid overwatering. 


Survives dark corners and downright 
neglect but is twice as beautiful in plenty 
of sun. Go easy with the water, especially 
in winter. 
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Big-pocket blouse snaps to skirt for trim line vet 
has long tuck-in so that it can be worn with shorts 
and other skirts; $12.95. Navy with lilac, navy with 
red, or green with mint broadcloth: sizes 7 to 15. 
_ Write Jonathan Logan, 1407 B’way. N. Y., for stores. 
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You'll have fun at the beach in a Trainman’s Jacket and 
Clamdiggers of saileloth. Jacket has side vents and white 
railroad stitching on front yoke and pockets, $6.95. Clam- 
diggers have two pockets fore and one aft, $4.95. Both in 
sizes 10 to 20, in a wide range of colors. Write White Stag, 
1407 Broadway, New York, for stores near vou. 


Pretty and practical nylon dress you'll cherish for 
its washable, nonironing features as well as for 
its smart styling. Navy, brown, green, or black polka 
dots on white; sizes 10 to 18; $22.95. For stores, write 


Henry Rosenfeld, Inc., 498 7th Avenue, New York. 





Pima cotton sleeveless blouse with ten rolling ¥ 
of braid down the front. Smart with skirts or | 
clothes. In navy, white, red, black, chartreus 
maize; about $4. Write Judy Bond, Inc., 1375 Bi 
way, New York, for stores in your locality. 
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Vake the most of your two-weeks-away 


with clothes that are easy to pack. 
easy to care for. Youll bless their 
washable, wrinkle-resistant virtues 
both while yowre awvay and when you 


return to a busy office schedule. 





Just one version of Korday’s striped seer- 
sucker separates. In addition to blouse 
($2.98) and skirt ($5.98) pictured, 
matching shorts, slacks, halters, jackets, 
and other parts are available to triple 
your vacation wardrobe with quick change- 
abouts. Write Korday Sportswear, 1385 
Broadway, New York, for stores. 


If vou’re vacationing in cool climes, 
you'll go sight-seeing in a spun nylon 
sweater teamed with a nylon and acetate 
skirt that is treated to hold its pleats 
when washed. Colors for both are crystal 
blue, lilae, navy, champagne, black. Skirt 
comes in three proportioned lengths, sizes 
10 to 20. Price is $8 for each part. Write 
Sporteens, Inc... 1359 Broadway, New 
York, for stores in your city. 









“Jae-shirt” to team with all your playclothes; in 
gray, blue, brown, pink, purple, or maize denim with 
white piqué yoke, rickrack trim; sizes 10 to 18; $7.98. 
Matching shorts trimmed with shoe buttons are $3. 
Write Korday Sportswear, 1385 Broadway, New York. 
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HE NAME “SURGERY DEPARTMENT?” brings 

to the minds of most people a picture of white- 
masked doctors muttering to assistants, “Scalpel 
scissors ... sponge, and of uniformed nurses calling Dr, 
Kildares to Surgery. Few of us realize that behind the 
smooth functioning of the surgery department is a 
clever, responsible secretary who double-checks all 
details and sees that all advance preparations are taken 
care of. Such a secretary is June Burkhart. 

Up on the fitth floor of the Truett Memorial Unit 
(newest addition to Baylor University Hospital, in 
Dallas), June acts as secretary to the operating room. 
It is her job to schedule the 1400 or more operations 
that are performed there each month, to notify all 
nurses, technicians, and attendants who must be pres- 
ent at the operations, and to see that the patients are 
brought to the proper operating rooms on time. This 
is a complicated, detailed job in itself; but June is also 
called on to take and deliver messages to doctors, 
to make sure that all operating-room charges are for- 
warded to the business office, and, of course, to write 
letters and reports for the surgical super\ isor. It sounds 
like quite a load—and June admits it keeps her hop- 
ping. 

One girl cannot handle all this detail at once, for 
in Surgery almost everything is urgent. June’s duties 
are shared with a co-secretarvy, Wynona Rogers. The 
girls work in a pleasant room that leads into the 
office of Miss Mary Evelyn Francis, the surgical super- 
visor. Across her wide desk June faces a glass window 
that fronts one of the main corridors, and through it 
she sees and talks to a constant stream of what she 
calls “the nicest people in the world’—doctors and 
Surgery personnel. 


June has a good background for her job. She studied 


by Elizabeth Shoop 


June actually has over a hundred 
bosses, for she acts as personal 
secretary to the doctors while 
they are in Surgery. She gets 
emergency prescriptions, runs er 
rands, and takes all calls for 
them while they are operating. 
June fastens her messages to the 
wall just inside the operating 
room door, where the. doctor 
will notice them as he leaves 
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shorthand and typing in high school, and in her senior 
year worked one summer and afternoons after school 
as secretary to a doctor. “I guess that started my in- 
terest in Medicine,” June says, “and I've loved it ever 
since.” When she went to college, June took a medical 
technician's course; and upon graduation she resumed 
work for the same doctor, as combined secretary and 
technician. When June’s husband began studying 
X-ray at Baylor and they moved to Dallas, June applied 
for work at the hospital. There, with her knowledge 
of medical terminology and her secretarial experience, 


she was greeted with open arms. 


THAT WAS TWO YEARS AGO. The doctors and nurses 
in Surgery have come to depend on June. It's up to 
her to see that the most efficient use is made of all 
operating facilities and that—horror of horrors—no two 
operations are posted for the same room at the same 
time! Responsibilities on the Surgery floor are heavy. 
You just can't make a mistake,” June says emphati- 
cally. “Our work is too important, and mistakes are 
very serious!” 

In arranging for operating-room appointments, a 
doctor may notify June as early as two months in ad- 
vance—or sometimes as late as the afternoon before. 
In either event, its up to June to fit him in as best 
she can. He tells June the name of his patient, the 
kind of operation, and then asks for a definite day 
and time. She quickly checks the schedule in her big, 
black notebook to see if the tvpe ol operating room 
he needs is available at the time requested. If it is, 
she confirms the reservation and records the neces- 
sary information. 

Sounds simple, doesn’t it? Well, that’s only the be- 


ginning of June's work. Since most of the operating 














Miss Mary Evelyn Francis, Surgical Supervisor, 
checks over June’s operating-room schedule 
with her to smooth out any difficult problems, 





rooms are equipped for specific types of surgery, she 
must know which type room will be required for each 
operation. She also has to be able to judge just how 
long the doctor will take to perform the operation 
so that she can tell when the room will be available 
for the next case. 

Operations usually are performed from 7 in the 
morning to 1:30 in the afternoon, and most doctors 
want their operations as early as possible so that the 
rest of the day can be free for house visits and office 
appointments. When a doctor cannot be scheduled 
for as early an hour as he wishes, June places him on 
the “early request list” so that he can be notified if 


a change in schedule makes an earlier time possible. 


Let's TAKE A LOOK at how June makes out a typical 
day's schedule, Each morning she takes her book to 
Miss Francis, who writes up the tentative operating 
schedule for the next day, based on June’s listings. 
Then June types copies for Surgery and for the Anes- 
thesiology Department. 

Most patients come to the hospital the day before 
their operations; so, at 2:30 in the afternoon, June 
checks with the admitting office on the room numbers 
of those who are to be operated on the next day. Some- 
times the patients have arrived earlier. Then the ad- 
mitting office, which has only names of new patients, 
cant help her, and June has to hunt a bit further to 
find the patient. There have even been a few times 
when Detective June has discovered there was no 
patient—the doctor confessed later that the operation 
had been canceled and somehow he had neglected 
to notify the hospital! 


By about three o'clock June should have all the 


information she needs. Then she and Miss Francis 






Baylor University Hospital’s attractive 
and comfortable library is available for 
all staff members. This is one of June’s 
favorite spots to relax for a moment 
after she finishes lunch. 











go over the tentative schedule she had typed that 
morning. It now includes operations added during the 
day and patients room numbers June has just obtained. 
Miss Francis scans the schedule carefully to see if any 
doctors on the “early request list’ can be moved up. 
After June checks with these doctors, she can heave 
a sigh that her schedule is considered complete. She 
now runs off about fifty copies on the Ditto machine. 
These copies will be delivered throughout the hospital 
to all who need to know what is scheduled for Sim 
gery the next day. 

“One particular asset the secretary in Surgery should 
have,” and June smiles as she savs it, “is an alarm- 
clock mind.” While she is working on tomorrow's 
schedule or posting future operations in her book. 
June must not overlook any details of the schedule 
for today. An hour before each operation, she phones 
the patient's nurse so that preoperative orders may 
be followed. A half hour before, she buzzes for an 
attendant and sends him to fetch the patient. Then she 
turns to the next operation on her list. 

This is the story of how operations are set up when 
all goes smoothly. But along comes an emergency 
and June must scramble around to find an available 
room and then locate and notify the proper resident 


doctor, intern, and nurses. 


WHiILe THE DOCTORS are busy in Surgery, they depend 
on June to act as their personal secretary. In an 
emergency operation, the laboratory will phone her 
the report of the patient's blood count, which she 
takes to the doctor. If the doctor needs an emergency 
prescription, she sends for it via the pneumatic tube 
in her office, which goes directly to the hospital phar- 
macv. Any messages for the doctors are telephoned to 
June, and she personally takes them to the operating 
rooms. If the message must have an immediate answer, 
June stands at the operating-room door and beckons 
to the circulating nurse who can talk to the doctor. 


Otherwise, she simply fastens her note to the wall 


June points out a change in the 
operating-room schedule to two 
of the nurses. It is part of 
June’s job to notify nurses when 
they must report to Surgery. 


inside the doorway, where the doetor will be sure to 
see it as he leaves. 

June, as secretary to Miss Francis, takes dictation or, 
more often, writes letters herself. She also types per- 
sonnel records and nurses schedules for the week 
ahead, plus reports that show the number and kind 
of operations performed each month. “Ll could almost 
set up tabulations or run off duplicated copies with 


my eyes shut, June laughs. 


WITHIN THE OPERATING ROOM Concentration is intense, 
But outside, in June's office, a nurse can stop a moment 
to chat with an intern; a resident can tell a story, or 
a doctor can (as one does almost every afternoon ) put 
his hand in his pocket to buy ‘cokes’ tor all. June Says 
there is a strong fraternal feeling among the operating- 
room stafk, as there is among all teams that work hard 
and well together. The congenial informal atmosphere 
it engenders makes her work,really pleasant. 

In December, the staff holds a formal Christmas 
party that is so successful another party is held in 
the spring. There's always something going on for 
the Surgery staff. Last summer they held a “wienie’ 
roast and picnic, and all vear long one doctor OY all- 
other seems to be holding open house or planning some 
kind of partv at his home. November 20, 1951, the 
first anniversary of Surgery on this floor in the new 
building, was such an important occasion that one 
of the workrooms was decorated with flowers and set 
with a buffet table, where the staff and doctors, as 
thev had a free moment, dropped in for coffee and a 
piece of the beautiful birthday cake baked by a grate- 
ful patient. No wonder June finds her job enjovable! 

Miss Francis says that whenever the position of 
secretary to the operating room is vacant all the 
doctors are concerned over who will fill it. Because 


she is so important to them, they want. to be sure she 


will be accurate and reliable: because they will have 


so much personal contact with her, they devoutly 


hope she will be pleasant. June fills the bill completely. 
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From Honor Roll to Glamor Job 


by Florence Elaine Ulrich—Director, Gregg Awards 


W HEN SOMEONE SPEAKS of “beginner's luck.” 
do not be misled into thinking it is some sort 
of charm pulled out of a magicians hat. You mav 
have noticed that a successful beginner focuses atten- 
tion on the thing he is doing. He applies himself ear- 
nestly and intelligently, and he is repaid by what we 
are pleased to call “beginner's luck!” 

You've often heard it said of a successful voung 
man or woman: “Oh, he was just luckv.” Don't believe 
it! The successful person is simply one who does not 
stop after his first success, but continues to apply 
himself diligently to the job assigned to him until he 
can do it unfalteringly and skillfully. Then, because 
of an insatiable curiosity to learn what makes busi- 
ness “tick,” he directs his attention into new channels 
of learning. By finding out everything he can, not 
only about his own job but also about the jobs of 
others around him, he soon is readied for a junior 
executive position; and from there he can mount to 
any height. 


Goop LEARNING is often more important to the begin- 
ner than experience. Business training in school can 
fit you just as satisfactorily for a good office position 
as experience if you have been faithful in your practice 
and study. In fact, when an employer asks for an “ex- 
perienced” person, what he really wants is someone 
trained in production—someone who knows the im- 
portance of getting a day's work done in a day! A 
good student, carefully trained in the fundamentals 
of business and office skills can fill the requirements. 
Indeed, a beginner is preferred in some offices be- 
cause of his adaptability and willingness to learn a 
company’s techniques and procedures. 

Students generally have to be taught the importance 
t being industrious. Wasting time on the job, tardiness, 


carelessness, inattention cannot be tolerated in busi- 
ness. Work must be given priority! Learning the im- 
portance of employing your time to the best advan- 
tage and giving full measure for money received are 
important requisites to a successful career. 

You do not necessarily have to be a social asset 
to the company in order to earn a promotion, but gra- 
ciousness, sincerity, good manners, and willingness 


to consider and co-operate with others are important. 


Ir 1 WERE A SHORTHAND STUDENT TODAY, | would not 
let anyone talk me out of striving for the highest pos- 
sible speed in dictation; 1 would concentrate on get- 
ting out the greatest number of perfect letters that 
[ could transcribe within the period assigned; and I 
would strive for the highest possible typing speed. 
These basic skills are important in obtaining secre- 
tarial positions that earn good incomes and provide 
opportunities for advancement. Given a good _ back- 
ground, there is practically no limit to the possibilities 
for enjovable employment if you have better-than- 
average skill in shorthand and typing. 

[ recall a talk with the late Hendrik Van Loon—a 
brilliant thinker and the author of many “best sellers.” 
“Do vou know why I do all my own typing?” he asked. 
“Because I cannot find a secretary who knows lan- 
guages—even the English language—well enough to 
be trusted to do the work for me.” There are, no 
doubt. countless interesting positions that go begging 
simply because a young man or woman cannot be 
found who is well enough trained to fill them. And 
usually those positions are very desirable, offering 
opportunities for travel, research, meeting interesting 
people. 

If you are earnest in you desire to become a good 


(Continued on page 389) 


TODAY'S SECRETARY e April, 1952 373 





HERE once was an attractive secretary named 

Betsy. Betsy had a pretty face and had always felt 
she needn't have any worries about her figure. She 
blithely slipped into a size 11 dress and felt no qualms 
about ordering devil’s-food layer cake for lunch and 
stopping in for a malted after work. Of course, her 
skin wasn't always as clear as she wanted it to be; but 
Betsy didn't worry. She still didn’t worry when she dis- 
covered her last year’s spring suit was a bit tight and 
her new dress had to be a size 13. But along came the 
day when Betsy discovered even a size 15 wouldn't 
do. She couldn't kid herself now—Betsy wasn't “bitsy” 
any more! 

We don't want to say this could happen to you. A 
secretary leads a pretty sedentary existence, though. 
She doesn't do any strenuous physical labor to wear 
off those extra calories. You'll find it’s wise to watch 
your diet and to get enough exercise—either the bowl- 
ing, swimming, biking variety or a quickie daily half- 
dozen. 

First ABOUT DIET—you ve got proteins, vitamins, and 
minerals to worry about as well as calories. No matter 
whether youre overweight or underweight or just 


right, you want most of all to feel fit; and in order to 
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These are the foods that } 
give you a good figure and hd 
vou keep that good figure, | 
substituting an apple for 4 
chocolate bar next time temy 
tion raises its nasty head, 


feel tip-top, it’s important to have a balanced diet 

Vitamins and minerals are an essential part of this 
balanced diet. They give you the peaches-and-crean 
complexion, the shining hair, fingernails that wont 
chip, and the resistance to colds that we all want 
There isn't space to go into what has what vitamin 
but you're fairly safe if you eat one green and on 
vellow vegetable for dinner each day and plenty 0 
those “good for you” foods—milk, eggs, liver, oranges 
and other fresh fruits. If youre doing your own cook 
ing, remember that overcooking often destroys. th 
vitamin and mineral content of foods. So, don’t cook 
all the value away! 

Proteins are equally as important as vitamins an 
minerals. Proteins are the body builders so necessar 
to good health. And, if youre overweight, proteit 
are your best friend—they help use up extra calories 
Include enough meat, fish, cheese, and legumes (peas 
beans, and lentils) in your three-a-day. Stress proteit 
rich foods rather than high-calorie foods. 

Calories measure the energy value of food. Energ 
value sounds harmless, doesn’t it? But, when you don! 
use up the extra calories they become stored energi- 
stored all around your waistline! If you’re overweight 


get yourself a calorie chart and head for the low nut 
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posture, Sil on floor feven i 
; chair, if you must); keeping 
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Don't Get Rusty! 


You can use these practice methods to keep up 
your shorthand skill during a long vacation 


by A. E. Klein, Ph.D. 


LI. BE AWAY trom shorthand 
| class for the entire summer va- 
cation and, when | return to school 
in the fall, Im afraid | won't be 
able to remember a thing. Ill be 
terribly rusty.” said Mary. 

“What about me!” exclaimed a 
friend who was graduating in June. 
“My family is staving at the shore 
for the 


hunting 


summer. | wont be job 
S¢ ptember.” Like 
girls teel that 
the only way shorthand speed can 


until 
most people, these 
be maintained is by dictation. 
While dictation is no doubt the 
best way to keep in practice, it is 
by no means the only way. I have 
known several people who have 


increased their shorthand 


speed 
without even putting pen to paper. 
In fact, one shorthand author who 
is also a diamond medal winner 
once told me that after revising 
some ot his shorthand books, he dis- 
covered his shorthand speed had 
increased about 40 words 2 minute. 
During the entire period he had 
had no dictation whatever. 

| myself was once forced to resort 
to this same method. At the time, 
I could write only abot 100 w am. 
Desiring-to increase my speed and 
having no one to dictate to me, I 
could do nothing but read short- 
hand. | read about 20 to 30 pages 
an evening. In about three months. 
I found mvyselt able to take 120 
waim with ease. Even it | could 
have obtained dictation practice, 
I would still have continued this 
Why? 


killing two birds with 


reading practice. Because 
I would be 
one stone. | would be increasing 
my shorthand speed and also im- 
proving my shorthand penmanship. 


Here is what author W. E. McDer- 


mut has to say on the subject: 


“READING IS THE BE-ALL and end-all 
in shorthand For what shall 
it profit the stenographer to get 
the whole dictation down and lose 
out on the reading? Or what won't 
a writer give, sometimes, in ex- 
change tor the ability to read some 
single illegible outline? 

“Would you learn the secret of 
Cas\ and accurate reading? Read. 
Would you be a rapid writer? Read. 
Would you master the secret oft 
legibility? Read. 

“How can reading increase speed 
in writing? I will tell vou. 

“Write a given task twenty times 
in succession. At the end of the 
twentieth time, you will write it 
faster, but you will not write it so 
well. On the other hand, write the 
task once and note your speed; then 
read the 


write it once more, again noting 


notes twenty times and 
vour speed. 

“Although you have not touched 
pen to paper, vet vou will find your 
speed increased. Why is this? Your 
critical faculties have improved by 
the reading; you learn and correct 
youl faults; and, in the course of 
time, vou will acquire a style that 
is selt-reading shorthand.” 

WHAT SHOULD you READ? First of 
all, read your Manual over and over 
again, reviewing the brief forms 
frequently. You will be surprised 
how many things you can forget in 
a short time. Secondly, read as 
much new shorthand material as 
vou can lay your hands on. The 
best source for this that | know of 
is the material in Topays Srcre- 
rary. | would read each story and 
article at least twice. As vou read, 
vou may find it helpful to keep a 
pen beside you; and each time you 
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encounter a new or difficult out- 
line or phrase, jot it down. Later 
on, take these outlines and practice 
them until you can write cach one 
fluently. 

If vou run out of reading mate- 
rial, why not inquire about texts 
and other shorthand books that you 
have never used? In addition to 
new reading matter, they will also 
contain valuable drill material. 


AY THE BEGINNING OF ‘THIS ARTICLI 
| mentioned that dictation prac- 
tice is still one of the best ways to 
keep from going rusty, but that 
reading good shorthand also has 
its advantages. You should use both 
methods if you can possibly do so. 
It you cant obtain a dictator and 
vou find radio speakers too rapid 
for you, why not use phonograph 
records, which you can regulate 
to a slower speed—or use a tape re- 
corder? Dictation records, which, 
incidentally, you may obtain from 
Gregg, are especially helptul; tor 
they were made to accompany the 
Manual and to review the theory. 


ANOTHER GOOD METHOD for secur- 
ing dictation is the method of self- 
dictation used by Mr. Charles Lee 
Swem. This ingenious method in- 
volves selecting a magazine. or 
newspaper article that has lots of 
space between lines. Ads, too, fre- 
quently have sufficient space tor 
vou to write in shorthand between 
the lines. 

\s vou read this’ material aloud 
at the fastest rate at which you can 
write fairly good notes, write the 
shorthand just below the printed 
line. After you finish the “take,” 
look up in your shorthand — dic- 
tionary any outlines that caused 
vou trouble. Do not stop to do this 
while taking the dictation—write, 
without pausing, the best outlines 
vou can for these words. Then 
redictate the material to vourself 
more rapidly, writing directly over 
the outlines vou originally wrote. 

slowly, 


( ccasionally dictate very 


striving for perfection of outline. 


IN summary, then we may say that 
to keep from getting rusty during 
the vacation period, do as muek 
reading of shorthand as possible 
and supplement this whenever pox 


sible with dictation. 
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CHRONOLOGICAL FILING 


Your Memory’s 


“Little Helper” 


Kahn 


Hi’. YOU EVER ENVIED 
the people who seem to have 
than likely 


no better than 
yours, but they’ ve learned the se- 


by Gilbert 


good memories? More 


their memories are 


cret of not cluttering their minds 
with details. They put information 
with possible future value on papel 
and study up on it just before they 
expect to need it 

Those politicians or important ex- 
ecutives who flatter “little you” by 
remembering you and the condi- 
tions under which they met you, 
more than likely maintain a name 
file. It works something like this: 
Information about a person is re- 
corded in three places under the 
name of the individual, under the 
name of the 


which he is connected, and under 


organization with 


the name of the city where that or- 
ganization is located. Then if “Mr. 
Big’ plans a trip to Dallas, he has 
his secretary bring the Dallas folder 
to him just before he leaves, and 


he studies up on the people there 


that he might mect again. Or if he 


is to visit the XYZ Corporation, a 
tew minutes with the name folder 
ot that organization and he knows 
the names of its officers and impor- 
tant executives and other facts. 

If your boss has occasion to meet 
many people and you want to put 
him into the proper frame of mind 
before vou ask for a raise, suggest 
some such system to him. It does 
call for co-operation on his part, 
but it takes only a tew minutes after 


i business meeting or social affair 


lor him to jot down the names of the 


o/ 


people he met, along with pertinent 
information about them. For exam 
ple: “E. G. Smith, president of Fido 
Dog Biscuits—likes 


Jones, eredit manager of 


cigars; Bill 
Elkton 
Company—good golf player.” 

ANOTHER WAY to make a hit with a 
busv employer is to give him a list 
of his next day's appointments just 
before he leaves the office each 
evening. This reminder can be 
placed on 5-by-3 cards and will en- 
able him to plan his activities. 

In every office certain things have 
to be done at certain times. Be- 
cause it is unwise to depend on the 
human memory, some reminder sys- 
tem should be used. These mechani- 
cal memories are usually some type 


of date file. They are called by 





A card follow-up file 


many different names: follow-up 
file, tickler file, SUSPENSt file. 
ing file. or HFA file 


SUCT). 


pe nd- 
hold for an- 
The systems also Vary some- 
what in method, de pending on the 
size and needs of the business or- 
ganization. 

The simplest and most familiar 
reminder system is the desk calen- 
dar pad. This gives a complete 
picture of the day's activities; but, 
because of its space limitations, it 
cannot be used where a large num- 
ber of notations must be made. 
Moreover, it is for personal remind- 
ers and would not be satistactory 
many people have to refer 
to the follow-up information. 


where 


A CARD FOLLOW-UP system, like the 


one illustrated, can be expanded 





Combination alphabetic and date file 
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A movable pointer indicates follow-up date for this folder. Title is inserted at left. 


to handle an unlimited amount of 
information. It consists of twelve 
month guides, a set of 1-31 date 
guides for the current month. and 
a desk trav or drawer. This system 
is arranged with the current month 
guide in front, followed by the re- 
maining month guides, in sequence. 
Whenever a matter needs future 
attention, the name of the person 
the date, and 
other necessary fects are listed on 
a 5-by-3 card. This card is then filed 
behind the date on which the mat- 


“aE 
or subject involved, 


ter must be given attention. If it is 
a matter that will take considerable 
work, be sure to enter it. not on the 
date it 


enough in advance to allow ample 


must be done. but far 
time for its completion. 

Each morning the reminder cards 
for that dav should be removed 
from the file. The date guide is 
then placed behind the guide for 
the next month, thereby getting the 
next month ready for day-by-day 
division. Then, whatever the cards 
call for should be done—the Jones 
invoice paid in order to qualify for 
the discount. your boss told that 
Smith 


Company had promised within a 


the price quotations the 
period of ten davs had not arrived, 
the insurance policy on the con- 
pany trucks must be renewed. 
Some office workers like two sets 
of date guides—one for the current 
month and the other for the next 
month, but this is not necessary un- 
less there is a heavy volume of fol- 
low-up material. There is a clever 
device that some people use to 
avoid listing matters for follow-up 
on days that the office is closed. 
They either reverse the date guide 
so the blank side shows or they 
remove the guide entirely from the 
current month. The reminder cards 
for that particular date are filed 
with the preceding day's cards. 


\ssuUMING, to begin with, that you 
have the proper office filing system 
for your needs, there are two prin- 
cipal causes of difficulty in locating 


Q- 
375 


records when needed. Either the 
material was not filed properly, or 
it was not filed at all. Care in index- 
ing, cross-referencing, and putting 
away will cure the first trouble. 
Promptness in filing and the elimi- 
nation of follow-up methods that 
require holding material out of the 
files for lengthy pe riods will remedy 
the second. 

In a large organization with a 
central filing department, a sheet 
tickler system 
used to advantage. As in the card 
tickler method, a set. of 


guides and a set of date guides are 


date file) mav be 
month 


used. However, the guides are let- 
terhead size and are kept in a reg- 
drawer. 
When it is known that some mat- 


ter discussed in an outgoing letter 


ular correspondence-size 


will require follow-up, an extra Car- 
bon copy is prepared. The usual 
carbon is sent to the central filing 
department while the extra copy is 
placed behind the proper date in 


the tickler file. 


WHEN AN INCOMING LETTER is re- 
ceived that will require future at- 
tention, a substitution card is made 
out listing briefly the required data. 
The letter itself is then sent to the 
central files while the substitution 
card is placed behind the proper 
date in the tickler. On the date 
the letter is again needed, the sub- 
stitution card is sent to the central 
file department. It is inserted in the 
folder in place of the letter, to show 
where the actual letter is. The origi- 
nal letter then comes back to the 
person who needs it for follow-up 
purposes. Such a system guarantees 
that the March 12 letter from the 
ABC Company will be located 
where workers from the sales de- 
partment, the accounting depart- 
ment, the collection department, or 
any other department will have 
ready access to it if necessary. Yet 
it provides the needed information 
for reminding someone—in the sales 
department, for example—that he 
wants to follow it up on May 2. 


FODAY'S SECRETARY e April, 1952 


IN SOME. SITUATIONS, a Combination 
alphabetic and date file will be best 
for follow-up purposes. This meth- 
od works well in small personal 
files or where some of the pending 
papers have no specific follow-up 
date. As many alphabetic guides 
as are deemed necessary may be 
used. In back of each alphabetic 
cuide there are two date guides— 
one bearing the notation 1-14 and 
the other 15-31. Papers with specific 
follow-up dates are filed (without 
folders) behind the correct alpha- 
betie and date guide. Papers with- 
out specific dates are filed alpha- 
betically behind the alphabetic 
guides. These papers may be 
placed in individual name or sub- 
ject folders. 

To help locate material, special 
supplies can be used advantageous- 
lv in follow-up systems. There are 
date folders that have a straight- 
top edge sheathed in transparent 
celluloid. The title is inserted un- 
der the celluloid on the left side; 
right, 
where printed under the celluloid 


the date appears on the 


to the right of the title space are 
the months of the vear with the 
numbers 1-31. By sliding a movable 
pointer to the proper place an the 
scale, the follow-up date can be in- 
dicated. 

Cards known as tab cards, be- 
cause of the “tab” or projection on 
the upper edge, also can be used to 
provide follow-up information by 
the position of the tab or the infor- 
mation printed on the tab, or both. 
However, because projections on 
the tab card are part of the card, 
these tabs are not movable. Metal 
signals are obtainable that can be 
clamped on the top of cards or 
desired 
They can be used to give informa- 


folders at any position. 
tion through position or color, or 
both. They are more flexible than 
tab cards, for a simple shift in color 
or position will make a change in 
classification—a change that might 
call for an entirely new card if a 
tab card were used. 











"GOOD MORNING, ALICE!" 7 —_— 9 7 oC my -FP FF Z is a 
4 


oH 7 o> Ce Ht aao. au 47 ¢ 9 (s oy Mes we 
va / Z 








C 2) Z 9 ) 
a oe 7 Se 4 > eo — ni 2——_ - ? — = Ph 
Y / CA C os Z . ae CO a 7 € 
sil — ‘f a Z i — : a wr ae wr = a_i é f- ? =] 4 F —_ 
: — 
7 ° ; E = 5 Ale r 4 
~ ° ee ya—- YF e L mm ad > val wa y Ps 
5 “a 
] ’ tr ZY) as _ <i a oD 
, 4 > rad Pi ‘ a ~ . (P a— —=% a (?P O/ ines a 2D \ 
- Cy , . 
‘i ) 
u Jf zw sie Sa Cc od a ) ct — i —~» a 6 . Fe 
S Bz Ke 
:, F g 
g nate = So 7 ee, - wu ” 7 L 4 rs 7S 2 , 7) 
? — r a A 
,r win “te” oe ~ SoD —_ kon C— “~~ Ge ** 
“O 
d 
“a P dl . > 
iC m— < Y—-~ a oy y) yer ete , « f: J do 
it } ; F i Rees 
a= , ee. ~ a og > Te 7 ( oO y e mete 
h CA , 5 
os = a’) f 
l a 2 (2-7 ee * ( - Fal < ? az 2 — ‘ she C77 ; ae a } 
iC 2 C CH. , , "- 
Y ) re O ~< — ww by > With an air of complete discourage- 
L- F 7 ey ®) 
4 _ ¢ 
—r7 ) AT é, er.- 1/ ment, ec 7 ‘2 —- 4 
ial e j y) ) 
° , A 
1S- ae P a 3 2? J —_—SY —— 2) F. y ai as /< > A > y ) J- Ps 





by Jerry Church 


Ss or 
tion. 
rma- 
rr, & 
than 
‘olor 
re in 
vight 

if a 


TODAY'S SECRETARY e@ April, 1952 79 











eS tz ia cm 

? oe a 

ym — ie ae eeyeraeg 
Q-¢e ai Po a ae 7 A . 

O 2 > aan 


oS a : “ — Ks 2 7a fa 


o CA 
79 ian ma a td 


é' 9 Ye € 
(7 “ "> Ai a OF (Px 
Ze Ler oo ate” <a oo oats 
af oa 
ee PT et eee 8 nm BF 


_ Po is 2 a 
.-_ —_ a) 4? —- — Ol 3 


) A) 
0 ne ae, eo SF ¥ 








sf 6° ono _—— —_— fu a 
al = CO ? y 


» ss 
C » 
lo e 5 i ae c—> - AZ 
» - 
eet AO a, C2 “FT 


oo F 45 i a 


ic mm Se —w > a 
Can “-t i (eee tw 


380 TODAY'S SECRETARY e 





While Alice 


—w- tf > 
A 


listened breathlessly, ee a ”? 


aa i CerQqna 7x, 
asiltied Zo? i oe — fd 
maceeeese s 

mM Ctri7~r PrP -~-w oo 


3 ee 
ot, F 
9.4 Ys Pn Te, hea ee 


?) 


tt“ - oD 


il , we a: rl a —t 
2 


rv ra a - ae C2 


—~-Boyde oF ” 


C4 aoe Ae” 


7) 
P Y 
- Y as \ A @ oY a atl 
’ f 


vig, OF 0 B 


7 
of oe ot — 4 Ps — oe 7 
> ” ill fr # (f60) (To be continued next month 


April, 1952 








in: 











ENGLISH FOR TRANSCRIBERS 








Let Me See 


(Aey appears on page 386 


Is It “Who” or “Whom”? 


by E. Lillian Hutchinson 


ia one busy morning. when vour boss was 
q working his way down through a tall stack of 
correspondence, he included these sentences in dictat- 

l “We have just en 


think is unusually well prepared to become our tech- 


iged a chemist whom I 


a 
~~ ¢ 


nical expert”; (2 Mir. Andrews, who I have known 
tor several vears, has been made vice-president ot B. 
Chase & Company’; (3) “He knows whom is meant” 
nd (4) “Who do you recommend for this position?” 

Would you have transcribed those sentences just 
as they were dictated? If so, you would have let your 
employer down. You would not have been exercising 
the watchfulness that he has every right to expect a 
qualified transcriber to exercise. 


SUPPOSE WE ANALYZE the construction of these sen- 
tences, which illustrate four of the most frequent con- 
fusions in the use of who and whom. Then we will 
develop some practical tests that you may use in order 
to select the correct torm. 

l. In Sentence 1, the dictator was misled by the 
parenthetical phrase I think and selected the form of 
the pronoun that would be used as the object of that 
verb, Really, the inte rrupting phrase has no bearing at 
all on the form of the pronoun, which actually is the 
subject of the predicate is unusually well prepared. 
Therefore, the subject form who should have been 
used. 

llere are more sentences of this type, correctly ex- 
pressed. The parenthetical phrases that might have 


] , es 
led to errors in the pronouns are in italics. 


The reporter who we believed r presented our interests pt 


inade tuate to the issigonment., 
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we expect will he our new boss. 


Phe spe ker who | hoped » 1 bx present ha been taken ill 

The sten yraphet who th } nnel } t 
lesel g is NM i 

| i WW i¢ iol 


Now reread these sentences, omitting the italicized 
phrases. You would never have used whom in any of 
the sentences now, would you? Therefore the simple 
test: Say the sentence to yourself, mentally, leaving 
out the interrupting element. Choose the pronoun you 
would have used in the shortened sentence 
2. Next, let's consider Sentence 2 in the first para- 
graph ot this study. Why did the dictator choose the 
incorrect pronoun who? Because the pronoun came 
early in the subordinate clause—in the position in 
which one normally finds the subject—he therefore 
chose the form who that is used for subjects. Actually, 
| have 


known whom tol several years. The pronoun tu hom 


the true order of the elements of the clause ar 


which iS the form used fol objects. is clearly needed 
Here are other sentences of this type correctly writ- 
ten: 


Sam the ) 
te 1) whom 

She ' a ] \\ 
tl h ri 

LD t his ipl es W t t \ ' 
ti m 

at t] , | look f I 
} bee ] I 


In addition to twisting a clause around in order to 
determine the correct form, some transcribers apply 


(Continued on page 386 
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by David Ragan 








Right: Luci Ward, Hollywood 
“Western” script writer, poses 
with her husband, Jack Natteford, 
and cowboy star, Tex Williams. 


Below: At home Luci relaxes with 
three of her International Cham- 
pion Dachshunds, 
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{ fond dream became a reality for Luci, 
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MILITARY TERMS IN ‘bbl: 
on 


Army Personnel 


COMMISSIONED OFFICERS 
A 

General of the Army K 

- / 

General 


Lieutenant General 
Major General 4 
Brigadier General 
Colonel 


Lieutenant Colonel \ 


7 
Captain we) 
¢ 


First Lieutenant vats 
— 


Major 


Second Lieutenant 2 
= \ 


NONCOMMISSIONED OF FICERS 


/ 


Chief Warrant Officer by 


Warrant Officer Junior 
Grade / 
Master Sergeant 


eA 
~ A“ A? 
Sergeant First Class r 
6 
Sergeant (¢ 
Corporal — 
¢ 
ENLISTED MEN ~~ 


Private First Class C@& 
Private @& 
Recruit « ay 


DEPARTMENT OF THE ARMY 
EXECUTIVES 


Secretary of Defense 


Secretary of the Army 


Assistant Secretary of the 


Army (General Management) « 

Special Assistant to Assist- ( 

ant Secretary of the Army ,-f 

Deputy Special Assistant / , a, 
4 


3 j 
Department Counselor J 3: 


if 
Administrative Assistant J 
and Chief Clerk Jf 
Deputy Administrative [7 
Assistant y 
Aides to the Secretary O TO 
of the Army 
Military Aides to the oc °C 
Secretary 
Military Assistant a 


Special Assistant to the ( 
Secretary of the Army ~/> 
Special Assistant for ¢ 

Occupied Areas ¢ 
Special Consultant to the C 
Secretary of the Army 


Under Secretary of the > 
Army " d 

Assistant Secretary of the i 
Army as “ 


Deputy Department Coun- 
selor 
OTHER ARMY PERSONNEL ~v ¢ 


a 
/ 


Assistant Adjutant General 


adjutant 


Adjutant General 


personne! adjutant Cy 
7 
o # 
aide-de-camp ) 
armorer O—— 
Army nurse Gn <x 
artificer oso 
a2 
bearer Ow 
litter bearer ‘Z - 
bugler ( — 
cadet “Oo 
cannoneer é O- \ 
chaplain om 
a 
Chief of Army Field /7 
Forces / é 


Deputy Chief of Army 
Field Forces 
Chief of Chaplains 

Chief, Chemical Corps’ L> — 

Chief, Civilian Compo- 


A ¢ 
[a 


nents Branch 
chief clerk 


Chief, Economics Branch 


/ 
J Cc 
Chief of Engineers ihe 
~ a / 
Chief, Facilities and ‘ 
Supply Branch Vs 
Chief of Finance f C 


<< / ‘ 


> Chief, Government Branch 


y 


Chief of Information rs 


> C 
al” ill 
Chief, Installations a —_ 
Branch ( 
Chief, Legal Branch f- PO ae. 
Chief of Legislative kK, C 
Liaison va 
Chief, Liaison Office /. - 
Chief, Management Office 7 
ly 
PODAYS Sk 


RI 


Chief, National Guard 
Bureau 
Chief of Ordnance 


Chief, Personnel Branch 


) 
Chief of Military History Z 


‘oc 


/ 


C 


, 


Chief, Procurement Branch C /. 


Chief of Psychological 
Warfare 


/ 


¥ 


cx 


7 


~ 


C 


Chief, Reorientation . 4 o f 
Branch % ( 
Chief, Requirements and / - 
Budget Branch ( 
Chief of Research and 4 
Development 4 é, 
Chief Signal Officer Fs 4 
Chief, Special Projects 
Branch 


Chief of Special Services 


Chief of Staff ff 
Chief of Staff, 
United States Army 
Aide to Chief of Staff 


Assistant Chief of Staff 


Assistant Chief of Staff, 
G-1, (Personnel) 
Assistant Chief of Staff, 

G-2, (Intelligence) 
Assistont Chief of Staff, 

G-3, (Operations) 
Assistant Chief of Staff, 

G-4, (Logistics) 


Combined Chiefs of Staff 


Deputy Chief of Staff 


Deputy Chief of Staff 


A> 


£2 


A: 
Ap 


j 


/p 
y 


f 


A 
Cys 


for Administration 4” 


Deputy Chief of Staff 
for Plans 


Joint Chiefs of Staff & 
Vice Chief of Staff 
Chief, Supply Branch 
Chief of Transportation 
commandant Y 
Commandant of Cadets 
Army Headquorters Com- 
mandont 
Deputy Commandants 
Deputy Commandant for 
Education 
Deputy Commandant for 


Extension Courses 


commander 


C 


/ 


f 


battalion commander 


battery commander 


rARY e April I! 


j 


, 


« 


) 


/p 
7 


y, 
cy 2 


brigade commander 


— 
company commander > 

c 
corps area commander c s 

7 
detachment commander Zr . 
) 

division commander y 


o 


General Staff Commander 
on National G ard and 


A . 
eserve Policy Z—— = a 
Cc 


platoon commander 


7 OD 
post commander ¢ ~ 
deputy post commander 7 
y a — 
regimental commander f 
1 — 
senior commander _)» ae 
tank commander X< , 
troop commander ST 
. — 
commanding general =~ 7 
Commanding General, Mili- p ; 
tar istrict of / 
Washington —“F 
company clerk oS 
¢ . 
company mechanic ? 
Cc i 
Comptroller of the Army li etter 


dental surgeon 


dental technician ¢ 


Director, Army Library 


—— 
Fit 
c AE . P ? 


Director of Civilian 
Personnel 
Director, Communications 


Division — Le / 
Director of Intelligence, : j 
General Staff 
Director of Instruction 7 ~F 


Director of Logistics, / 
General Staff 

Director of Organization A 
and Training, General ‘ 


a 
Director of Personnel and 
Admini tration, General / ay 5 
gia ‘ 
Director of Plens and A 
Operctions, General Staff ~ ‘ ¥ 
Director, Procurement and /~ , 5 
Supply Division C 
Director of Women’s Army_ 
Corps 


assistant engineer : 
4 
/ 


xecutive 24“ 


, 


staff engineer 
£ 
Assistant Executive 


Executive for Reserve Z 


and ROTC Affairs 








farrier 2 Public Information Cc. 
a Officer a 
Food Administrator for A Cy purchasing officer Cc, 
Occupied Areas 
guard = reconnaissance ofticer _2 
commander of the guard recruiting officer ov 
corporal of the guard ~ responsible officer 
+ 
er oe Signal Officer 2 
) . 
first-class gunner oc, surveying officer e-, 
Juctee Transportation Officer ¢ 
Inspector General - United States Army 23 
$ x 
r officer 7 
Assistant Inspector ~, officers and men ps 
General 
‘ A 4 
Insc ector of Armor - operofor CL 
a m - 
Inspector of Artillery . radio operator i 
z 7 
Ce _ 
Inspector of Infantry = telegraph operator <— + 
§ C 
4 ¢ , c 
judge advocate wireless operator (*-“—~ 
Cc 
senior judge advocate —/, x-ray operator Ke 
c 
: ; - ; / A 4 
Judge Advocate General P J orderly y 
Assistant Judge Advocate / sf personnel manager 
General J 
platoon leade : 
platoon /eader ( Provost Marshal =) 
og 4 
squad leader — Provost Marshal General ¢ 1 
v4 
lieutenant i quartermaster 1 
machinist — - assistant quartermaster 2-7 - 
Ze t 
I 
mark sman eee aod Quartermaster General Bay” 
mechanic — rifleman GF 
Sa 
messengers and couriers — rookie 3 
ob 
metallurgist a “7 sappers CG 
military police : a selectee a 
MP —- Senior Scientific Advisor 3 
ae 4 : 
observer SS sentry as 
Lge 
| 4 
veather observer P i drill sergeant c 
) 
officer of the day 7 mess sergeant ang 
/ JO j 
accountable officer 4 “7 General Staff ts { 
c 
a v 
- 
Administrative Officer J Secretary of the General .}/ 
Staff / 
Budget and Fiscal Officer ¢ Joint Staff a& 7 | 
/) ¢ 
Chemical Officer p> 7 Special Staff y 
5 
commanding officer .—_, Special Staff, United S I 
States Army 
Commissary Officer —2 C Superintendent 2/ 
e- 
Executive Officer 2 surgeon Qe, 
Information Officer ~ assistant surgeon ~ a 
Qe é é 
Intelligence Officer - attending surgeon a 7 
liaison officer — Chief Surgeon (6 ’ 
National Guard officer Z i Surgeon General a 
ana 
OCAFF Liaison Officer & — £7 tactician +2 eile 
4 F 
Ordnance Officer < c aie trainee —- 
Assistant Ordnance Officer 5 < / —* wire cutters eo »/t 
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IS IT “WHO” OR “WHOM”? 


(Continued from page 381) 





another test: Use whom whenever the objective forms 
of the other pronouns could be substituted—him, her, 
them, ete. (“You should telephone him,” “We all ad- 
mire her, ete.) 
3. The error in Sentence 3 in our first paragraph 
was caused by the dictator's failure to recognize that 
the entire subordinate clause who is meant is the ob- 
ject of Anows, and that, therefore, the pronoun must 
be in its proper form, who, within that clause—as the 
subject of is meant. 

The following sentences of this same type are cor- 


rect. The subordinate clauses are italicized. 


l } ] 
Distribute the bonus to whoever is eligibl 
> | J ] 
Be patient with whoever needs advice. 
I 
We did t go into the matter of wi should be held re 
» all A ] ; ] 
| depends On wii is elected 


} ] 
\\ ive ni tticed wil is necer late 


In each case the pronoun is clearly the subject of the 
italicized clause, and therefore it must be in the sub- 
ect form of who or whoever. In such cases it some- 
times helps to use this simple test: Use who (or 
whoever) when the subject forms of the other pro- 
nouns could be substituted—le. she. they. ete. 

t. In questions, as in Sentence 4, the transcriber as 
well as the dictator must be on the alert to distinguish 
between those cases where the subject form who is 
required and those where the object form whom should 
be chosen. The test for the correct form is to arrange 
the words in their natural order. The correct choicé 
will be evident. Like this: 


W] were you seolding? (You were scolding whom? 

To whom was he dictating? (He was dictating to whom? 

Whom are we supposed to interview? (We are supposed 
{ interview tehom? 

Whom shall we invite? (We shall invite whom? 

Whom does Mr. Green wish to seer Mr. Green does wish 
ry see thom? 


WerERE NOT PRETENDING that this month’s study has 
been simple. In fact, we suggest that you go over it 
more than once before you start transcribing the notes 
at the top of page 381. But, if you absorb the sugges- 
tions and make them part of vour “stock in trade” as 
a transcriber, youll soon build up a reputation for 
reliability in your work—and you know what usually 
happens to reliable stenographers! 


Key to Transcription Talent Teaser 


on Page 381 


1) ] 
Wl 4] do vou think I located today 
I found the man whom 2] «IT, personally would choose as 
nager of our Chicago office. He is a man who [1] TI judge has come 
up the hard way, with little help from those whom he might 
ive ealled his friends, At first, he worked for whoever [23] would 
‘ire him. In recent vears, however, it was he who did the choosing 
Yi have often said that the man whom 2) select mus 
hia experience and must be stable 
I } woyou have several candidates who [1] you consider are 
puite rong. With your experience, you will know who [3] should 
be given preference, As for me, [I feel here is an applicant whom 
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HONOR ROLL TO GLAMOR JOB 


Continued from page 373) 





secretary, apply vourself to the task of learning all 
you Cali about business procedures and techniques 


ind increase your skill in shorthand, typing, and 


transcription. lf your name is not already on the Gre 


oo 
Roll of Honor in your classroom, for earning one or 
more of the certificates and pins we offer, aim to get 
it there this month. Incidentally if youl class does 
not already have them, one each of the shorthand and 
tvping honor rolls is tree to every school. 

Shorthand speeds of 60 or SO words and typing 


speeds ot x0 Ol 


10 words are sufficient. perhaps. to 
put you into a mediocre job; but don't you want your 
first position to be worth telling vour friends about? 
Gone is the day when businessmen fumble dictation! 
Executives today are trained to talk! So. if vou are a 
student dreaming of the time when you will become 

secretary, vou had better strive for enough short- 
and speed to keep up with a fluent speaker. Buckle 
lown now to practice for the 100-, 120-, and 140-word 
shorthand awards. You will be delighted with the 
handsome certificates and pins you can earn for these 
speeds—and in seeing yvour name on the Honor Roll in 
vour classroom! Take all the dictation vou can from 


radio and 


| 
verv source available—sermons. lectures 
trom the conversations around vou. 
Phe Competent Typist Test 


see page 590 affords 


excellent practice for increasing ty ping speed. Achieve- 


ment pins and certificates are awarded at 50, 60, 70, 
and 80 words. A nice feature of the Competent Typist 
Program is that you may practice the test as often as 
you like during the month and submit the best record 
you are able to make for the award! 


(BILITY TO PRODUCE AN ACCURATE TRANSCRIPT Is Of ut- 
most importance to you, because it is what the cm- 
plover sees and rates you on! Repeated typing of the 
Transcribing Speed Practice on page 391 will be most 
helpful in developing speed in transcription 

\ good stenographer turns out better than fifty 
average-length letters a dav, besides handling the 
other routines of her desk How SOOT will you be able 
to reach that rate of production? The Senior O. A. T. 
Tests provide practical applic ation of the typing tech- 
niques vou have learned. How long did it take you 
to set up the rough draft in the Septemb r and De- 
cember magazimesr the display piece In the October 
and February issues? the tabulation problem in the 


November and January issues? the March assign- 
ment? The Senior O.A.T. Test in this issue will 
but it is the kind of prob- 
offices! So 


rood look- 


require your best effort 


lem vou will encounter often in many 
tackle it 


ing. accurate COpy. 


with determination to make a 


THERE ARE PLENTY OF OPPORTUNITIES to obtain a job 
and well-trained 


young men and women will be able to take advantage 


today, but only the efficient, earnest 


top level. Be prepared! 


of the opportunities at th 





GETTING YOUR BOSS READY FOR HIS VACATION 


Continued from page 304 


is to be in travelers checks. If he is 


taking cash only vou mav be the 





In vour itinerarv vou will list the “The Grand Can 

. ette ox ( et 
time for arrival and departure at tte 3 Pick 
} Duce sday Viau 6 
each stop as well as hotel accommo- 7-00 aim. (MST 
lations. If there are transfers from Raseryetion af 


Confirmation i 

desk for mail or 
Wedne sday May 
8:00 p.m. MSI 


ne railroad station to another. 
make this clear. 


changes in 


Also indicate any 
time zones. For the 
fight back, be sure to allow enough 


time in his schedule for transporta- ing room 24. (1 

tion to the Los Angeles airport. You Phursday, May § 
. , 0:40 a.m PSI 

will want to include a notation of Union Stat 


his flight number. too. and the 


on Santa Fe tran 


Biltmors Confirmati 


one to get it at the bank. It will 
howevel be necessarv for him to 
envelope go to the bank for travelers checks; 
these must be signed in person at 
the time of purchase. Remind him 


before banking 


about the money 


SALCS hours are over. 


rel o Steg ALLOW LAST-MINUTE unscheduled 
R elon. time to discuss any pending busi- 
ness. Take notes about instructions 

Angeles for handling details of the office: 

: ; “9 7 ia , ask about forwarding mail that you 





meals served on board. 
Your itinerarv might look some- 


thing like this: 


ITINERARY—MR. JONES 
Friday, May 2 
5:30 p.m. ES] Leave New York 
Grand Central Terminal, New York 
Central train 267, “The Commodor 
Vanderbilt,” car 249, roomette 210, 
lickets in envelop 
Saturday, May 3 
$:50 acm 3 Y Arri Chicago, La 
Salle St. Station. Reservation at the 
Palmer House Confirmation in en- 
lope. ) 
Sunday, May 4 
12:0] p-m. CS] Leave Chicag 


Dearborn Station, Santa Fe train 2253 


Check t I HESS 
Friday Vlay 23 
8:25 a.m PST Lea Los Angeles 

Take Airport Transit ($1.25 per per- 

son) to Los Angeles International Air- 


port. 

9:25 a.m. (PS Plane leaves. Ameri 
Airline, flight £6 Tickets enclosed 
st ps in Chic igo for 30 mins. Lunecl 
ind dinner erved 1 all 

9:40 p.m EST Arrives in New York 


LaGuardia Field. 


Several days before the trip, you 
notice this notation on vour desk 
“NMfonev for trip. Ask 


vour boss how much cash he wishes 


calendar: 
to take with him and what amount 
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feel vou cannot answer. Give your 
boss an envelope marked “Itinerary 
for Los Angeles Trip,” in which you 
have arranged the original itinerary, 
train tickets, and hotel confirma- 
tions. 


Yes. \in lucky not 


only because he is going on a vaca- 


Jones is lucky 
tion to Los Angeles, but also 
because Miss Smith, you, have ca- 
pably taken charge of all the plan- 
ning and can manage office details 
while he is away. He can leave the 
office with supreme confidence that 
“business as usual” will be youl 


slogan. 








April Competent Typist Test 


(To compute speed, note the number indicated at the end of the last line 


speed, divide total by number of minutes; or, to get net spee 


Words 


There is one picture out of the past thats 
I draw upon again and again to escape, for 17 
a few minutes, from the noise and people 25 
and duties that press down on me. Just as . 
thinking about black velvet is restful tothe 43 
eyes, so is this vista restful and calming to 52 
the nerves. 55 


It is a sea picture, and it is night, or just 64 
that instant of dark before the sun bursts 73 
over the horizon. If you have ever taken a_ 81 
cruise, you know how it is: one moment, 20 
there you are in the darkness, with only the 9% 
stars and the quiet motion of the foremast; 
the next moment the sun has jumped into 116 
clear, complete, and blazing view. If you 124 
dwell in a countryside of plains or even in 133 
the mountains, you have seen the sun inch 
over the horizon, bit by bit; when you are 
at sea, however, dawn is not like that at all. 
It is just as though someone jerks open the 108 
door to a brightly lighted room; and, where _ 177 
all was dark, now suddenly all is brightness 
and sparkle, with diamonds on the cap of 14 
every wave. 197 


As you stand on the deck of the ship, 204 
preferably on the signal bridge where the 213 
halyards quietly whip and flail in the early 222 
morning breeze, there is a great feeling of 
faith. You stand there calmly, facing the 
light wind and peering into the darkness. 248 
You know that soon the sun will explode 250 
the darkness into light. You have nothing 
to do with it; it is vour role simply to lean 
against a stanchion and watch and wait. 2s2 
You know the moment will come; you are 29 
certain of it, just as all winter long you are 
certain that spring will come, and soon; and 
you quietly linger, absently hoping that 
you will not turn your head or shift your 325 
gaze and so miss the arrival of the new day. 334 


True to your expectations, dawn comes 
through on schedule. The bow of your ship 
dips one moment, as it has already a 
thousand times during your watch on deck; 


390 TODAY'S SECRI 


you co 


d, subt 


“TARY e 


pied completely and add 1 for each additional 5 strokes typed. To 
ract 10 tor each 


get gross 


error before dividing by number of minutes.) 


Words 


then, as it rebounds on the crest of another 375 
wave and lifts you to a peak above the 383 
water, the sun is there, a full sun that is 39! 
bright and cherry red, where only an in- 
stant before there had been nothing but 
darkness and your own anticipation. You 
are surprised to discover that you were 423 
holding your breath; you steal a glance at 432 
the signalman leaning on the port rail, and 
you suspect that he, too, was holding his 4 

breath and for a moment sharing your 457 
feeling of reassurance and revelation. 


399 


407 


With that first breath of a new day, all 472 
the world shines. The wave caps that 
flashed here and there in the dark are now 
bright splashes of white and green on all 497 
sides of the ship. Many things catch your 
eyes -a feathery plume of smoke over yon- 
der, or perhaps it is just the trailing end of 523 
a cloud. A log lies within a stone’s throw; 532 


and, while you lean forward to watch, it is 541 
caught up in the waves churning away from 550 
the bow and is bowled over in your wake. 558 


The radar antenna, high on the foremast, 
pauses as though to focus its invisible eye 5 
and then, just when you begin to wonder 583 
what the screen has caught, settles back 
into its slow and ceaseless turning. Some- 
one comes through the forward hatch and 
stretches, then ducks as the spray from a 
big wave fans out over the bow and salts 
the deck. The ship stirs to life, and voices 
ring out distantly. 


600 
608 
616 
624 
633 


009d 


I do not know why my thoughts flash 
back to dawn at sea when the world, or my 
portion of it, weighs heavily on me; perhaps 602 
it is simply the thought of the calmness of 
night or of the relaxing freshness of the sea 
air. More likely it is the feeling of fulfill- 
ment: despite the weather and the dark, 
dawn does come, and without fail. Perhaps 7 
it is this reassurance that “everything will 715 
come out right’? which is balm and a 
refuge.__Loid Michaels, 1n ‘‘Seascapes.’’ 724 


(If necessary, repeat from the beginning to complete a ten-minute test.) 
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Transcribing Speed Practice 


The material below i the ime a the ¢ - Test across the page, and it 1 provi ded so that you can test and compare 4 7] 
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Double-Duty Dictation 


DUTY ONE: To review the ted, ded, and men blends. Note the many 
blends, with other preview words, in the Gregg Simplified listings. The 


by DR. RUSSELL }. HOSLER shorthand key is provided by the words in italics, 


DUTY TWO: To build speed in writing. Practice the preview words, 
then take the letters from dictation at faster and faster rates. The 


word count is given every 20 “average” words, 


C Dear Customer: It is a pleasure to —_.= Dear Mr. Mentor: We want you to 
+ invite vou to shop at Brown's during ail Z know that we appreciated your visit 
as ‘ ft a 3 ' | ” ca 
our Thirteenth-Month sale that begins Y to our booth at the Annual?8 United 
a Por 


°° Monday, April 7. You will be o —y" Office Machines Exhibit in Minneapolis 
Za - delighted with the exceptional values : . two months ago. The large number of 
PO meal ~~ listed and illustrated in*® the enclosed a 2 ~ orders placed*® at the time of the 


e.--7 folder. Many women like vourselt ~C a exhibit nearly depleted our stock of 

a... — have waited for this moneysaving es Mimecographs, Dittos, and other office 
ge ne event in order to make*® a minimum P 4 J machines."° During the last month, 

a ———-——__ amount of money buy a maximum of i - however, our store manager has been 
— _____ household needs. 2 7 steadily rebuilding our stock to the 

ints The manager of each of our depart- _——. point where*® we now have a tremen- 

L ments,°? as well as all our salesmen, a dous number of all types of machines. 

a has co-operated in preparing for this SP We urge vou to come to our Rich- 

“te store-wide clearance. Much credit is!”” a mond Street store to!’ re-examine 


C= rated by all members of the concern. _— these various machines. 
‘éE 5" ee } , 


: You will be excited over the coun- Our duplicating machines may be 
or P a Me ters loaded with added bargains!*" not fo g “ ope rated either electrically'!?° or by 
7 a quote d in the enclosed memo. Limited hand. All our machines are adjusted 


A , P . R- , es 
- oe supplies of fine merchandise are in- 4 to give you the maximum of efficiency 
— cluded on these special displays.14° 


in operation'?® for the minimum cost. 


as ae In this sale, the basement store You will be delighted with the nomi- 


has included all aluminum ware, ow nal prices. 
- ; i. famous line of Homestead earthen- — The editor of one of our!®® trade 


ae ware,!" and assorted sets of fine china. LO P magazines recently wrote an editorial 
— The toy shop features miniature ome an in which he asserted repeatedly that 
eee... household items meant to please the office machines!™’ of all types will be 
; - smal] ay There are tovs graded for a Pe less plentiful next vear and that prices 
J 2 every age. Little girls adore the dolls 2 will be much higher than they ar 
a ta 4 f 


\ 
( 
\ 


because they seem so /iuman. Little 7 today. 1 am?" enclosing a copy ot 
ie bovs go? for the cement mixers, il this editorial so that vou can read it 
which really mix a substance that een detail what this authority has*°° to say 
- - looks like concrete. on the subject. 

al : You will be guided to many sav- In addition to these brand-new ma 
ye ings-“" on the third floor. Here you a chines, we have several demonstrators 
: will find nearly all the Harmony Hom - ~ for sale. We?" are selling them at 
> linens greatly reduced in price for this ne al tremendous savings. While these ma 
—_— sale.-49 As many as fifty items from a y chines have been demonstrated at 
our Harmony lines are included in several exhibits, we" guarantee then 
this sale. Examine in detail the? pw ad to be in perfect condition. We en- 
items quoted in the enclosed folder. -———— courage you to examine them in detail 
: ‘ We are sure you will wholeheartedly we are sure?*” you will find them t 

Nenad @l welcome this opportunity to-*" buy at be as good as new, 
reduced prices at Brown's during this We hope you will visit our store 
sale, _ soon. We have waited until our stoch 

Remember that this sale is sched- was00 


complete before contacting 
uled to start on Monday, April*?? % you. Our salesmen will be happy te 


Pr Jot down the date on your calendar Zz demonstrate these office machines an¢ 
- i 
J a 
J 


this very minute, as a reminder. Ou to give you"2" suggestions on how thes 
store hours are from 9 to*#" 5, Monday 


can be adapted to your business 
through Saturday. 


7 ) 


Sincere ly 327 Yours very truly, (334) 
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KEE LOX TIMELY CARBON 








many 

ad Gor These Whe Need Many Conies 

ords, ' “a 

) to 

peers 20 COPIES 

dll On a Standard Machine 

er of ALL CLEAR and CLEAN 

ck of e 

office 

— NOT a SMEAR 

een 

O the | or ROLL MARK 

mcn- ' 

hines. e 

Rich- 

amine AUTOMATICALLY 

= COLLATES 

ie by ready for the typewriter 

justed . the carbon between the mani- 

crenct 

, com fold sheets in Kee Lox patented 

nomi- Kopy Aligner. Collating device and 
box are combined. 

’ trade 

litorial . 

ly that 

will be VERY EASY TO USE 

prices 

cy ar 


Opy ol 


read Ing 


WHY USE DISAGREEABLE SYSTEMS WHEN YOU CAN MAKE UP TO 20 OR MORE 


’ to sayy PERFECT COPIES EASILY AND QUICKLY ON YOUR OWN TYPEWRITER? 


CW 11 


strators} 


hem 


se ma-| 


ited 

e ther 
We el! 
, detail 


hem t 


ir sto! 
ir sto¢ 
ntactin 
appy ' 
nes an 
ow the 


yUSTNeS 


SAVE TIME, SAVE ANNOYANCE, SAVE MONEY .. . IN YOUR OWN OFFICE 


FILL IN THE COUPON AND PROVE IT—FREE/ 
Important— § Seem meee nea ne seca eneassacsssenssscssscesesscescesssss: 


' 
it 
' 
j 





eseeoaooeq 


KEE LOX MFG. CO Rochester 1, N. Y. Dept. KA-1 
We will send free to any pur 
iepeaange Please send FREE SAMPLES and BOX to: 
chasin agent, office manager 
Or secretary 25 sheets of this FIRM 
£§ famous 20-copy carbon of the STREET CITY STATE 


We use Electric Noiseless Standard Machines 


size you require in a Kopy 


.— Aligner patented Collating Box Maximum copies at one time 


Signed TITLE 


se eee eae 2 ee SB Se SB eS SS SS SS SS SF SF SF SF SS SF SC SE BME SE SE EE EEK EE Ee eee ee ee eee ee ee ee 


’ Write today on your company 


etterhead 
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LONGER LIFE FOR FILE FOLDERS! 


with Dennison Reinforced Tab Labels 


Save money! 
Get more use from 
your file folders. 
Dennison Reinforced 
File Folder Tab 


Labels do these 





three important jobs: Sturdy 


1. Reinforce new folder tabs as you label them. 
2. Make worn folder tabs as good as new. 
3. Give any tab long-lasting triple-strength for extra wear and tear. 


folders 


EASY TO USE! Fit all '5 cut 


> be P 
Ready tO use In easy-to-type 


For neater, stronger file folders that last longer, order Dennison 
Reinforced File Folder Tab Labels from your stationer today. 


..In 8 colors for subject classification... 


, perforated strips... No ridges to catch on papers. 


gummed backing strip gives folder ta 


triple-ply strength for extra wear 

















for the perfect 
“send off” 
give a 1952 
Official Gregg 
Fountain Pen 


at graduation 








WHAT BETTER WAY 
TO CONVEY YOUR 
SINCEREST WISHES FOR 
A SUCCESSFUL CAREER 
THAN TO GIVE 
THE PEN 
OF THE PROFESSIONALS 








$5.40 Each. 20 per cent discount to 
teachers on orders of six or more. 


GREGG oF McGRAW-HILL 


New York 36 330 W. 42 St. 
Chicago 6 111 N. Canal St. 
San Francisco 4 68 Post St 


Toronto 4 253 Spadina Rd 








394 


FOR GREATER EFFICIENCY 


USE Wt Lebeoody 


ONE PIECE + ALL METAL 


COPYHOLDER 


ONLY 
$ } ya 
Packed 6 to 

the carton 


Holds Any Copy 
in Full View 


The Liberty Copyholder is a simple 
easy-to-use prop. Its balanced de- 
sign holds all copy in full-view at 
sight level. Handsome grey finish, 
size 7 inches wide, 92 inches high, 
with 5-inch base. 


Every office desk can afford one. 
It's Durable, Economical and Effi- 
cient. 









BANKERS BOX COMPANY 
Established 1918 
720 S. Dearborn Street, Chicago, II/ 
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... And Hoy 


NLYERS take pride in their perfect 
4 | 

three point landings. Tailors take 
) ide in their pertect stitches. Singers 
pri l | uu 
take pri le in thei p rfect pitch, 


Secretaries take pride in the perter 
tion ol 
Naturally. 
the notes, the 


that’s the practical aspect of writin 


their shorthand notes. 
fhe more nearly perfect 
| 


easier the transcribin 


quality shorthand; but youre not a 


real dved-in-the-wool, going-placi 6, 


out-for-a-career secretary unless _ it’s 


just plain fun for you to see how 


beautifully vou can write shorthand. 


Sure. sure, it’s not possible to write 


periect shorthand all the time; but 
| the neciall 17 
now and then especially nou its 
good to sit down and trv vour hand at 
. } ] | 
writing perfect notes—with a mode 
to use as a vardstick. 
The Order of Gregg Artists is a 
. . } 
international society of those who can 
write “model perfect’ shorthand 
notes. To become a member, you must 


quality by turning in your writing of 


one of the OGA Membership Test 
published here each month. 

If the specimen you send meets 
the requirements — smoothness and 


fluency in the notes, correct joinings, 
right proportions and slant, and so 
on—you ll get a Membership Card. 

Ir you ARE NEW to shorthand and 
the Order of Gregg Artists, you may 
wish to try your hand and win your 
first laurels on the Junior OGA Test. 
although you don't have to qualify 
on it before trying the Membership 
Test. 

The Stvle Studies are words se- 
lected from the Membership Test—a 
kind of penmanship preview on words 
worth practicing for fluency before 
vou start the entire selection. 

Don't expect magic on your first 
trial—perfection takes practice! Try 
again and again, comparing your work 
with the models given here. Go ahead! 
Give it a try! You may 
OGA member yourself! 


become an 





A fee of 10 


mitted for certificates. Pin 


is required with tests sub. 


> 


awards are 25% 


each, both certificate and 
pin should Gregg Awards 
Dept., 330 W. 42 St.. New York 36, N. Y. 


Especially skillful writers, who already hold 


Applicants for 


remit 35¢ to 


OGA Membership Certificates, may try for 
Merit or the 


which 


the Superior Attainment 


Certificates, ire 50¢ each. 
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erfect Are Your Notes? 





lf You Can Write This Junior OGA Test... 
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the new trend 


ERASERSTIK 


in Erasers 


/ i / 
has two VM FETE 


7077 and 


If you are among the 
thousands of Secretaries 
and Typists who use 
EraserStik, you know 
that it is the modern and 
better method for erasing 
errors in typewriting, 
pencil and ink. 


But you may not yet have 
had the opportunity to 
use the new members of 
the EraserStik family 
7077 and 7077B (with 
brush). 


These new blue-polished 
beauties are ideal for keep- 
ing your carbon copies 
clean. It removes carbon 
smudges and pencil marks 
like magic 

When an executive calls 
for a carbon of a letter, 
he doesn't appreciate 
staring at a ‘‘tree’’ 
marked and smudged 
copy. Use EraserStik 7077 
or 7077B for all around 
typewriting cleanliness 
and efficiency. Order from 
your Dealer today. 


WITS HISPhy VIS My 


ONS 


,orvwso 


zy 


ENCIL ERASING) US.A. 7077 B 


FOR P 


TIK 
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TEXT EDITION 





a ‘The see 
) > ane volume 
ja * 
4 bs Since originally pub- 
. lished, more than 


135,000 copies of this 
“classic” have found an 
important place on the desks of students 
and secretaries. It is virtually packed 
with up-to-the-minute teaching and 
reference material for use in a basic 
English or a secretarial-training course. 


Suggested text uses for 
the Standard Handbook ... 


1. A short-course text and reference book. 


The beginning secretary will be more “at 
ease” in her first job if she has studied the 
book as a reference aid (see free Outline 
offer below.) 


2. A text in an office-practice or secretarial- 
training course. 


No other book contains the wealth of business 
information presented in such complete and 
orderly fashion. 


3. A text in a basic or review English course. 


The section on English is complete, concise, 
and unusually well suited to review. 


616 Pages List, $3.00 


Important .. . 


Use the attached order form to ob- 
tain copies for yourself and for your 
whole class. With your book you will 
receive, free of charge, Madeline 
Strony’s Outline for Teaching the 
Use of Hutchinson’s Standard Hand- 
book. It gives a ten-lesson plan of 
presentation, suggestions, and _il- 
lustrative problems .. . all with ex- 
act page references to the Handbook 
- +. + a real aid in setting up your 
program. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 
New York 36 « 330 W. 42 St.—Dallas | « 2210 Pacific Ave, 
Chicago 6 « {11 N. Canal St.—Toronto 4 « 253 Spadina Rd. 
San Francisco 4 « 68 Post—London W.C. | « 51 Russell Sq. 


SS 2 SS SSBB SSS SSS ee eee eee ee 
Gregg Publishing Division 
(address office nearest you) 
Please send me 
—copies of the Sixth (Text) Edition of 
Hutehinson’s Standard Handbook for Secre- 
taries, at $3.00 each, subject to the usual 
school discount. 


Don’t forget to send my 
Outline for Teaching the 
Standard Handbook . free 


Enclosed find 


copy of An 
Use of the 


heck 


money order 


school purchase order for $ 
NAME 
POSITION 
SCHOOL 
ADDRESS 
CITY ZONE STATE 
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Can You Fix This Unarranged 


Senior OAT Is from an Employment Test 


WHEN TO PLANT 


Planting times must be adjusted to local 
conditicns. Planting must not be done 
until the soil is loose and mellow several 
inches down. And it must be done in 
time to allow the plants to mature. Cab- 
bage, Cauliflower, and Tomatoes are 
best started from seed in a hotbed and 
later transplanted. 


EARLIEST AND 
VEGETABLE LATEST PLANTING 
| Asparagus .. April - May 
Beets April - Aug. 
Beans . May - Aug. 
Cabbage April - May 
Carrots April - July 
Cauliflower April - May 
| Celery March - April 
Corn May - July 
Cucumbers April - July 
Lettuce April - Aug. 
Onions .. April - May 
| Parsnips April - June 
| ae April - July 
Potatoes ......... .. March - June 
errr rrr ere April - Aug. 
Spinach ; .... April - Aug. 
Tomatoes ... . May - June 
Turnips April - Aug. 


WHEN READY: Asparagus, 2 


TIME NEEDED FOR GARDEN 
SEEDS TO GERMINATE 


Bean .. 5 to 10 Days 
Beet . . 7-10 
ee re 5-10 
Carrot re 
Cauliflower .. 5-10 
Celery .10- 20 
Corn i. 
Oe I nr 6-10 
ee a ee 6- 8 
RI DOS ON. Ceudnclong ti) raiaeete lg 7-10 
I a 0d ie, Se De Me dee Oat ae 6-10 
Parsnip 10 - 20 
Radish 3- 6 
Tomato 6-12 
HEED sc oes awis ah eee GR ae enemen 4- 8 


HOW LONG FRUITS WILL BEAR 


Apple ... 25 to 40 Years 
Blackberry . 6-14 
Currant ..... ore eee 20 
Gooseberry ....... 7 seek 20 
DE Se oth anand dos, bid emdkaw sGueeA 8-12 
Pear .. sds Sacer oak DAP ..50-75 
Plum sep nnihind ee RG 20 - 25 
Raspberry 6-12 
er 1- 3 


to 3 years; beets, 60 to 70 days; beans, 40 to 60 


days; cabbage, 100 days; carrots, 65 to 90 days; cauliflower, 100 to 120 days; celery, 
120 to 150 days; corn, 60 to 90 days; cucumbers, 60 to 80 days; lettuce, 50 to 80 
days; onions, 90 to 150 days; parsnips, 100 to 150 days; peas, 40 to 75 days; potatoes, 
80 to 140 days; radishes, 25 to 45 days; spinach, 50 to 90 days; tomatoes, 90 to 120 


days; turnips, 60 to 80 days. 





Junior OAT Is a St ‘aight Set-It-Up Problem 





From the Desk of Thomas Edison 
When Thomas Edison died, in 1931, his 
desk was sealed. Through the years, 
people speculated on the possibility 
that many revolutionary ideas were 
tucked away in the desk. When it was 
opened on February 8, 1947, as part of 
the ceremonies celebrating the hun- 
dredth anniversary of the great inven- 
tor’s birth, the public was disappointed. 
No great secrets were revealed. 

There was one piece of paper, how- 
ever, which bore a legend that may have 
had much to do with Edison’s success. 
One can visualize Edison reading the 
statement during those discouraging 
years when he was searching the world 
for a satisfactory filament for his elec- 
tric lamp and testing more than six 


thousand species of plant and vegetable 
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fibers in his laboratory. Perhaps this 
sentence helped to give Edison the 
superhuman patience and fortitude to 
carry on in the face of repeated failure. 

The little piece of paper contains one 
simple sentence that those who face 
obstacles may well ponder. It is a sen- 
tence to read quietly when dark hours 
of discouragement come to you, as they 
came to Edison. It is a sentence for the 
inventors of today to read when their 
experiments fail and the path ahead is 
obstructed by hundreds of unanswered 
questions; it inspires a man to keep 
trying. 

The sentence that Thomas Edison 
kept on his desk where he could see it 
every day was this: “When down in 
the mouth, remember Jonah—he came 
out all right.” 
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Tabulation ? 


TES.” the employm« nt manager ot 
\ the big company assured us, “this 
tabulation test we have been 
ving tvpists — or trying to. It’s too 
ugh. Mighty few can do it.” 
“Well, it’s compli¢ ated enough,” we 
lmitted, “and it is tricky; but it’s 
hard. Thousands of our OAT’s 
mld do it. . .” He gave it to us. 
This is what is to be done: 
First of all, it’s a one page job. 
Second. the title. When to Plant, 
to be changed to read: Data fo 
Hlome Garde ner, 
Third, the table in the first column 
to be combined with the upper 
ible in the second column and with 
nformation in the When Ready 
tation. That means youll have four 
Jumns. Good headings would be 
Vege table, (b) Earliest and Lat 
st Planting, (c) Time Needed for 
Germination, and (d) When Ready. 
Fourth, center the little table on 
How Long Fruits Will Bear in the 
nace at the bottom of the page. 
Suggestions: You'll want to make a 
nrst, pencil-written draft, of course. 
Instead of spreading the columns and 
nserting leaders, put the columns 
earer one another—about 6 spaces 
part. To make the reading easy, In- 
rt one blank line after third typed 
ne—that arranges the lines in triplets. 
Sure—it is complicated. It does de 
ind attention té details. It does re 
ire careful matching of all the dif 
nt data. But we'll wager vou can 
the job. If vou can. vou certainl 


ve vour OAT ecard! 


THe Junior OAT Test is like the 
thers we've run in this vear's series. 

are to center the title in all 
is) and get the whole article on 
ne page. 


Also. vou are to add a “credit line’ 


ther under the title or under the 
cle. It should read: Adapted from 
April, 1951, issue of the Friendly 

Adventurer. 

Can do? Send in vour solution! 


See page 394 for OGA Tests 


rt 





_——, i 
\ clubs of test papers should be ac- 
ompanied by a typewritten list of names 

to expedite checking and assure accuracy 
n making out certificates. April copy 
good as membership tests for OAT 

I nd OGA, until receipt of — the 


May 1952. issue 




















‘I've added reading ease to my 


LA 


typewriter... with Line-a-time 


“My typewriter was a dandy...my desk and chair, the latest in 
comfort and convenience... lighting was perfect... but, I still got 
that tired, strained feeling every afternoon. Then... Line-a-time... 
what a change! Copy “right before my eyes’’— just like I’d read a 
magazine. No more eyestrain, no more headaches from zig-zag read- 
| ing. Much neater and more accurate work too. And, I’m fit at 5 as 
| at 9. It’s wonderful how these Line-a-time features have helped me. 
They'll work for you too.” 


EXCLUSIVE TRANS-VUE LINE GUIDE — Underscores copy line... permits full 
view of next several lines to catch penciled-in changes. 


NEW SPACE-CELECTOR — for instantaneous choice of spacing. 


EXCLUSIVE TURN-A-PAGE POCKET—for “fumble-proof” page turning.. 
secure page holding. 


EYE-EASY LIGHT-CONDITIONING — angles copy for maximum lighting and 
readability. 


“Why not join the fast-growing ranks of smart secretaries who get 
more and better typing done... with less fatigue... just try a Line- 
a-time — you'll be glad you did.” 


Memington. Fland 


J 


~ 
oo 


4 


| 


a 
| 


\ 
. 
ry 


Room 2009, 315 Fourth Avenue, New York 10, N. Y. 


Please arrange for a demonstration of the New Line-a-time 


eam an eg 


fice — no obligation, of course. 


I'd like to learn about reading ease with my typewriter... 


\% 


please send me tolder RSL 212 — how to do it 


FREE LINE-A-TIME 
BROCHURE — YOURS 
FOR THE ASKING! 


Address 


—— oe ee eee eee eee oe 
3 


SS _Zone —__State_ 
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‘Don’t File It — HANG IT! 
" Oxford PENDAFLEX 
HANGING FOLDERS | 
Cut Filing Costs | 
20% or More! | 


| =p Folders hang by | 
hooks on frame | 
\| “sy 
— Frame fits in 


file drawer 







Instant 

| 
reference to 
every folder! 





| Send for Catalog 
| OXFORD FILING SUPPLY CO., INC. 


| Clinton Road «+ Garden City, N. “1 


| 





“Saue Jime wtth 


Kite- Line” 


THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain « Portable 


7"... 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 




















FREE TRIAL OF FER— Write asking us to send you 
o RITE-LINE COPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP. 1025 - 15th Street, N. Ww. 


Washington 5, D.C. 


RITE-LINE copyvuoiper | 
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How to Make 
INVISIBLE 
ioe ke 


Erasures 





With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


-FYBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


el 











The Eraser Co., Inc. 
104 S. State St., Syracuse 2, N. Y. 


c 

















are 

YOU a new reader? 
THEN, we » Id like to make you 
a regular one! Every month, TODAY'S 
SECRETARY brings you articles and 


stories that are just as helpful and in- 


teresting as the ones you enjoyed in 


this issue. articles on personal 


groc ming, what to wear to work, how 


to file more easily and accurately, how 


to increase your shorthand speed, how 


o write business letters on your own, 


series 


exciting presentations on 
dictation machines Secretary to. 
and “On the Job with 


Subscription rates are $4 for two 
years and $2.50 for one. Can you afford 
to be without this uniquely specialized 
publication? TODAY’S SECRETARY 


help you do your job more effectively 


will 


and efficiently; it will help you profes- 
sionalize your services! 

Send your check or money order and 
complete address today, and we'll rush 
first We're anxious to 
change, you from a new friend to an 


copies to you. 


old one. 


Today's Secretary 


330 West 42nd Street, New York 
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IN THE NEWS 





Keys to Success 


WHETHER IT BE PIANO KEYS or type. 
writer kevs, 15-vear-old Diana Herbert 
of Marion (Kansas) High School, is 
her best when striking them. Yes, Dia 


s an accomplished pianist; but it is hey 


wccomplishments in the field of tvping 
that ha placed her in the ne Wspapers 
recently—the news be Ing that after onl 
eleven weeks. of tvping training Diana 
was able to tvpe at 121 words per min 
ute! Diana has not be gun her shorthand 
raining vet. but we feel that. if she main- 
tains her present rate of progress she may 
ever have to—before | mg, she ‘ll prob- 
ably be able to take Congressional Ree. 


ord dictation right it the typewriter! 


Miss Csene\ i Finlev. Diana’s teacher 
savs that ilt iough Diana is superior I 
ll her school work, her typing progress 





COTE! ial te 


Diana her 


has utterly amazed the 


ers at Marion High School 

selt is quite m dest about her new-fou 
skill and continues to busy herself. not 
only with a part-t ie job but also witl 


ti Gv in thie scho | ’ Junie 


I P| t\ and par- 





ticipating im its music Testi ls 
Pictured here are Diana and Miss Fi 
lev getting ready for another timed writ 
g. Diana will have no trouble passing 
er typing course the average requlle 
| for the end of first-year tvping at Mariot 


| High Sc] ol IS 5 10) \\ rds t minniute 


The Eternal “Triangle”! 


Our O.G.A wp QO.A.T. flags wer 
lowered to halt-mast when we read it 
recent issue of the New Jersey Hudson 


Dispate h that a secretarial error in trate 
scribing the measurements of a piece 
property has delave d its sale for approx 
vear. 


O11 


mately 
Instead of transcribing, “thi triangulal 


plot is 234 feet by 230 feet by 52 feet 





the hurried secretary transcribed 
“inche s.” Wi hear that she 1S i ver 
} economl al person and simply cuts down 


| on everything, 
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MILOUNCLIG jean a 


THIRD EDITION oF « 


popular Text program 











John Robert 
GREG 
PU 

Albert C. 
RIES 

A 

Margaret M. 


hOWE 


tpplied 


SRORBTARIAL 
PRACTICE 


with WORKBOOK 
for APPLIED 
SECRETARIAL 
PRACTICE 

















. . . @ teachable, topical approach . . . flexible enough for any course length. 


with a personality emphasis that insures career confidence 
from job finding to job success! 


THE NEW THIRD EDITION of this high school sheets), as well as personality evaluation charts 


text and its accompanying workbook of business ... everything you need for a full activities- 
forms comprise a comprehensive course in secre- centered laboratory course. In addition to the 
tarial science. Each unit gives a thorough cover- technical training in secretaryship, the text places 
age of one important phase of secretarial practice. strong emphasis upon the development of a pleas- 
Supporting the text matter are unit-end projects ant, efficient personality. Valuable assistance is 
and problems that enable the student to make a given in grooming, business psychology, and the 
thorough, practical skill application. These conduct of social-business functions. The student 
projects and problems may be answered right in will find this training helpful in the first job inter- 
the convenient Workbook, with its actual busi- view and upward throughout the business career, 
ness forms (stationery, documents, and record Ready in April. 


Plan today to put real experience into secretarial training with Applied 
Secretarial Practice, Third Edition. Write your nearest Gregg office for 
your examination copy. 


GREGG PUBLISHING DIVISION 


McGraw-Hill Book Company, Inc. 
New York 36 330 W. 42nd St. San Francisco 4... 68 Post St. Toronto 4... 253 Spadina Rd. 
Chicago 6 111 N. Canal St. Dallas 6 2210 Pacific Ave. London, W.C. 1 51 Russell Sq. 
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GLOSSARY 


PAGE 379 


sulated 


) 
ra 


PAGE 380 


nagazine 
Issiqnment # 
developing 


encourage 


interview y 


Irrive _— 
rh yinality 
establishe if " 


response 
slowly 
naudible 
onveyed 
oncentrate , é 
PAGE 382 
sttom c 
yccepted 
lassoed 
institution 
remarks 
Jependable 
shouted “# 
studio > 
hesitate 
instabliity 
ambition (A “ 
PAGE 383 7) 
well-heeled : 
> > 2 
S$ 


apprenticeship CG 


fond 


presented 
carbon , 
comedian C 
' 1 vo 

fascinating 7 

c ° 

oO 

temperamental , 


upon & 


succeeded a4 7 


assignments 3 —7 


super-duper 
without 

, 
usually 
romance We 


puzzling Y 

= 

talent vt <2 
encyclopedic 

credit ills 

7 


yarn 


ADO 


footage 


PAGE 384 


wve 

profitable 

3ccording 
' 


t 1awk 


PAGE 387 


paused Z 
7 
nortarboard 
lump 
contidenily 
survived 
a 
siege 
PAGE 388 
braced (A 
t 
harder C 
applauded 
suddenly 
whipped 
cart 
tremor 


blinked . 2. : 


£ 
popped 


listening 
telegram 
urged 


envelope 


C Oral y 

dictionary 

prompted 
PAGE 400 


( nervous 
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submerged 
; 
2 
t 
shivered 


character 5 &— 
tired _ 
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Azores au 


impersonating — 
Oo’ 


2+ 
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immersed o de t 


twirling 
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